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ABSTRACT 

This compilation presentis approximately 400 resumes 
of instructional materials for business and office education. The/ 
resumes cover a broad range of fields and occupations and are 
arranged in ascending order according to an accession (VT) numbe^. 
Each resume includes the author (s) , title, institutional source, 
sponsoring agency, availability, publication date, number of pages, 
subject terms vhich characterize the contents of the document, and a 
document e^bstract. Author, subject, and VT-ED (ERIC Document) /number 
cross reference indexes are included. Ordering information for full 
text reproductions of the original documents is provided in the 
introductory section. (RG) . , / 



♦ Documents acquired by ERIC include m^ny informal unpublished ♦ 

V** materials not aTailable from other sources. ERIC makes every effort ♦ 
♦ to obtain the best copy available. Nevertheless, items of marginal /♦ 
>\ reproducibility are often encountered and this affects the quality, * 

♦ of the microfiche and hardcopy reproductions/ERIC makes available > ♦ 
. ♦ via the ERIC Document Reproduction Service (!BDRS) . EDRS is not * 

♦ responsible for the quality of the original document. Reproductioms * 
^ supplied by ^EDRS are the best that can be made from the original. * 



BUSINESS AND OtTICE EDUCATION . 
. INSTRUCTIONAL MATERIALS 

frofn 

Abstracts of Instructional and Research Materials 
in Vocational and Technical Educatiwi - 
1972-1975 



compiled by 
Emmett E. Mason 




The Centef" for Vocational^ Education 
The Ohio State University 

1960 Kenny Road 
Columbus, Ohio 43210 

1976 



U.S. DCPAIITMCNTOFHCALTR 

EDUCATION A WCLFAfIC 
• NATIONAL INSTITUTE OF 
. " EDUCATION 

THIS DOCUMENT HAS BEEN REPRO* 
OUCEO EXACTLY AS RECEIVED FROM 
THE PERSON OR ORGANIZATION ORIGIN* 
ATING IT POINTS OF VIEW OR OPINIONS 
STATED DO NOT^NECESSARILY REPRE- 
SENT OFFICIAL NATIONAL INSTITUTE OF 
EDUCATION POSITION OR POLICY 



^ . , ^ FOREWORD ^ \ i ^ . ' 

Instructional materials specific to the field of business 
,and office education have been compiled for this publication. 
These Items, In the^ form of abstracts, .are .selections* fr^m * 
Abstracts of Instructional and Research Materials In Voca- ^ 
tlonal and Technical, Education (AIM/ARM). This Is the second 
edition of this series ^nd It ptesetitp abstracts whl'^h have 
appeared In AlM/ARM sYnce 1972,/» The first edition Is available 
In tH|p ERIC microfiche^ collection as ED 063 505, 

kther publlcatlons\*ln this series' Include compilations of 
abstracts of Inst rue t loital materials f or agricultural educa* 
tlon, distributive educay Ion, health occupations education, 
home economics education, industrial arts educettlon, and trade 
apd Industrial education.^ Administrators, teachWs and others 
may use >thls^publlcatlon to identify stnd obtain iitetructiotial 
materials for use in business and office education programa. 
Researchers and currlculuiri developers may use this publication 
as the baseline on which tb develop new materials. 

\ 

Memberstof the prof essiion are encouraged to forward in- 
structional materials for possible inclusion in future issues 
o^ AIM/ARM. We are Indebted to our colleagues in business and 
office education for providing us instructional materials for 
past Issues of AIM/ARM. We also appreciate the contributions * 
of instructional materials laboratories, curriculum management 
centers, research coordinating units, local school systems and 
prbSesslonal associations. \ 

, The profession is indebted to Emmett E. Mason of Central 
Michigan University who compiled this publication. He exercised 
his judgment in selecting' materials from AIM/ARM which would 
be usefuj in business and office education programs. 

We hope that this publicati^pn will prove valuable to you 
in your educational endeavors. , • 

* - i ■ - 

•» ■ "^"^ * . . 

Robert E. Taylor 
D'^rector * . 

The Center for Vocational 
iE4ucatlon 
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SAMPLE ABSTRACT 



I 



Acc^wion numbor 
nequentially aMif(ned 
tci docuhnenU as they ■ 
are processed. 



Author(s). 

Micronche (MF) and/ 
or hard copy (HC) of 
the full textof the 
document will be 
available. The issue 
in which ordering 
numbers will be 
Kivcn is indicated. 
Opcurhents not ^vail* 
able in MF or HC are 
available frbm alter-: 
nate sources cited 

Report number and/ * 
or bureau numb«r. 

Date published and ' 
number of pages. 

Descriptors— subject 
^ terms characterizing 
substantive contents 
Major terms pre- 
ceded by asterisk. 

I den t i fie rs— terms 
not found in the 
Thesaurus of ERjC 
Descriptors . 

Informative 
condensation of 
(focument contehl. 




VT 100 000 
.RICHARDS, F.L. 



OUTLINES OF COURSES IN ORNAMEISTTAL HORTICULTURE. 



PENNSYLVANIA STATE UNIVERSITY, UNIVERSITY PARK. 
DEPARTMENT OF AGRICULTURAL EDUCATION. 
OF^FICE OF EDUCATION (DHEW), WASHINGTON, D C , 
DIVISION OF ADULT AND VOCATIONAL^ESEARCH. 

MF AND HC AVAILABILITY WILL BE ANNOUNCED IN VOL. 9, 
NO. 2. ' 

OEC-0-85-12345 (7291) 
TEACHER-EDVC-SER- VI 2N1 

DEPARTMENT OF AGRICULTURAL ^IDUCATION, PENNSYLVANIA 
STATE UNIVERSITY, UNIVERSITY PARK. PENNSYLVANIA 16804 
($1.00). ' 



PUB fiATE 



71 



56P. 




. DESCRIPTORS ♦AGRICULTURAL EDUCATION; ♦CURRICULUM 
GUIDES; ♦ORNAaHnTAL HORTICULTURE; HIGH SCHOOLS; ♦POST 
SECONDARY EDUCATION; LANDSCAPING; NURSERIES (HORTICUL- 
TURE); TURF MANAGEMENT; ♦TECHNICAL EDUCATION 
IDENTIFIERS - ♦PENNSYLVANIA V. 

ABSTRACT - INTENDED TO SUGGEST SUBJECT MATTER CONTENT 
OF COURSES OR PROGRAMS IN ORNAMENTAL HORTICULTURE 
FOR HIGH SCHOOL AND POST-SECONDARY VOCATIONAL- 
TECHNICAL PROGRAMS, THIS CURRICULUM GUIDE WAS PRE- 
PARED BY STAFF MEMBERS OF THE AGRICtJLTURAL EDUCATION 
DEPARTMENT AT THE PENNSYLVANIA STATE UNIVERSITY AND 
TESTED IN A WORKSHOP WITH VOCATIpNAL AGRICULTURE j 
TEACHERS. CONTENTS ARE: (1) OUTLINES OF COURSES IN 
ORNAMENTAL HORTICULTURE, (2) ORNAMENTAL HORTICULTURE 
PROGRAMS FOR GRADES 10, 11, AND IZ* (3) NURSERY PRODUC- 
TION . . . THE CONTENT IS PRESENTED IN OUTLINE FORM 
UNDER EACH TOPIC AND IS APPLICABLE TO THE UNITED STATES 
AND LOWER CANADA. (GB) ^ ^ ■ ' i 



Title. 

Orgfinization where 
document orighiated. 

Agency responsilile 
for initiating, fund* ■ 
ing, and managing 
the project produc* 
tng the document. 

Contract (OEC) or 
grant (OEG) number. 

Alternate source for 
obtaining documents. 



Abfli^rac tor's initials. 



ERLC 
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'USINC; THIS PDUIJCATION 

Instructional materials for inislnGss and office education 
' tliat have appeared in Abs tracts of Instructional and ^ Resear ch 
^S}J^^F^^^JL J^LyPP^}'12I}^\}■^ and Techn Ica 1 Educa t ion (AIM/ARM) be tween 
1972 and 1975 are presentedMn this Aingle volume for yflur 
convon ience. ' • ^ 

abst rac t presents information about a document's con- 
tent ^to help you to decide if you want to read the full text 
of the documen^t. ,It also provides information about tKe docu- 
ment's, author, soiirde, and availability. Abstracts are arranged 
in ascending VT— number order. A sample abstract is explained 
in detail. \ ' 

The Indexe s help you to locate page numbers and. \(T numbers 
of abstracts by subject aqd author. Index terms used in the 
subject index are KRTC -descriptors and additional identifiers. 
Author and institution nam^s appear in the author index... 

The full texts of documents are available from the original 
sources or from the PIRIC Document Reproduction Service. (EDRS) 
as microfiche or xerox reproductions. Ordering infprmatioh for 
AIM/ARM and EDRS reproductions is provided in » following section. 



OBTAINING MATERIALS CITED IN THI? PUBLICATION 

All documents cited in this publication are available in 
their full text. Availability is by one of the three options 
listed below: ' , \^ 

1. Original copy from publisher or supplier ' 

Some documents are available only from the supplier 
as shown in the abstract. The availability state- * 

raent for such an item is: "DOCUMENT NOT AVAILABLE ' 

The abstract will give the alternate availabilit)^ with 
the name and address of the supplier anid often a price 
and order number. 



2. Documents Available inrdividually ^n microfiche and/or 
hard copy > 

'* . 

Some AIM/ARM documents are available individually in 
microfiche and/or hard copy forms. from the ERIC Docu- 
mei\t Reproduction Service (feDRS). ' Order numbers (ED 
numbers) are supplied in the VT-ED Number CrdssoRef er- 
ence Index and . are preceded hy an asterisk 

Order ED-numbered documents froift — 

• ^ ■ 'J 

ERIC Document Reproduction Service 

P.O. Box 190- . ' ' 

Arlington, VA 22210 . ' . 
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(,:<>nsnlt tin* KDKS Oi'dr-r Vortn <?ii pay',p vii and rho |\I).KS. 
Prico List he low. 



HDRS PRICK 4 J ST 



MICROI'ICIIK (MK) 



Hr ice 





.158 



Posta^^e: $.21 for up to 60 
microfiche 
$.08 for each add!- 
. tioiial 60 fiche 



Humber of pages per , title Price 



1 to 25 ....... . $1.58 

26 to. S(J ^ 1.95 

51 to 75. 3.32 

76 to 100 . ; . . . . . . A. A3 

Each additional ^ 

25 pages ^ . . . . . ' 1.27. 

Postage: $.21 f^r. first 60 
^pagoa 

$.08 for each addition- 
al 60 pages 



(, 3.- Aim/ arm, VT-ERIC Mic/'ofiche sets 



Most of the documents cited in jfhis publication are 
available in microfiche^ form^ Vs^art of AIM/ARM, VT- 
Er!i6 Microfiche Sets. ^M^^ included in the micro- 

5role as i|idividual microfiche 



fiche tiets are not aval 
or in hard copy, 



A microfiche set contains those documents announced in 
a single issue of AI-M/ARM K^iich^re * not available by 
one of the two options listed above. These documents 
are filmed continuously in VT number order. Each- set 
is assigned a single ED. number. ED fiufnbers of the sets 
for cited documents can be found in the VT-ED Number 
Cross Reference Index, along with the Mitrofiche num-' 
ber on which the individual documents are located. ^ 

AIM/ARM, VT-ERIC Miprofiche Sets are avaijlable: 

/ 

. In any complete collecticrn of ERIC, microfiche 
. As AIM/ ARM, VT-ERIC .Microfiche Sets purchased .^rom 
the ERIC Document Reproduction Service (See the 
EDwS Order For^onr page vii) . " . 

. From institutions (e^g., state research coordinat- 
ing units) which have the AIM/ ARM, VT-ERJC ^ficro- 
fiche Sets and are willing to provide microfiche 
co^>ies of. individual VT-numbered documents 



/ 
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IMPORTANT INSTRUCTIONS 

• ORDER BY ED NO. (6 DIGITS) 

See Research irt Education 
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Microfiche (MF) 



or 



Paper Copy (HC) 
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SUHSCRIPTIONSi TO AIM/ ARM 

Subscriptions to Abst r iic tn pf Instruct io nn I a nd KcHcarrh 
Mnterinl/s in Vocational and Technical Education (AIM/ARM) are 



Distribution Unit 

The Center for Vocational Education 
viThe Ohio State University 
I960 Kenny Road 
Co>umbus, Ohio 43210 ♦ . 

Subscriptions are, for one (I) calendar-year periods only 
and cost $34.00 (Foreign subscriptions add $2.00). 

Subscribers will receive a year's volume, (e.g., 1976, 
Volume 9) consisting of six, bimonthly issues (e.g.. Numbers 
1-6) and an annual', cumulative subject and author index, 
regardless of when in the year they subscribe. 
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VT 010 614 

ScHNTII'rc fiAlA PUflLf <MN(. CnUK?>F5. 
IN VOCATIilNA*. AK'P L.tf.dNCMKV 

I NTEftNAT KINAl {HJSINfS*- MACHIN15. 

LflRP., WHIlh PLAINS, N.Y. PATA 

PKt'CfcSSING r<iv. 

MF AVAIL'AbLE IN VT-f-KlC <(T, 

I NTfcKNAT UlNAL I L'^INhSS MACHINlS, 

COkP., Jll? tA?il F'OST KCiAli, H^UTl 

PLAINlS. NtW YORK 1C^01. 

PUh DATE - 71 P. 

UfStRIPTdRS - ♦CURRICULUM GUIDES; 
♦TfcCHNItAL LDUCATION; POST 
SfLONf)ARY EUUCAIION; ♦DATA 
PROCFSSING; ♦COMPUTER SCIENCE; 
CfJURSt CONTLNT; PRUbLfcM SOLVING; 
COURSt Of SCR1PTI0N5; MATHf MAT ICAL^ 
applications; EN&lNfTRING 
IDfNTIFlfKS - ♦ INTERNAllorjAL ^ 
BUSlNtSS MACMINIS COR PURA T I DN ^ 

ABSTRACT - TIACHTR5 MAY USF THIS 
CURRICULUM'GJIDE IN PLANNING A ?- 
VtAR POSl-HI&H SLHCiflL COUkSF TO 
TRAIN STUDENTS AS PROGRAMFRS FOR 
tNTKV INIU DATA f'RO'CF-^ S I NG. 
STUDENTS SHOULD b£ HIGH SCHOOL 
GRADUATb'S WITH A STRONG BACKGROUND 
IN rtATHEMATICS' AND SCIENCE, FIVE 
SUBJECTS ARE OUTLINED FOR THE A 
SEMESTERS, WITH EACH JUBJfcCl 
OuTtlNE INCLUDING COURSE 
DESCRIPTION, LISTING OF MAJOR 
DIVISIONS, AM) TEXTS AND 
REFERENCES. A PROGRAM OUTLINE 
INCLUDES A CLASSROOM AND LABORATORY 
TIME SCHEDULE:. A GRADUATF ST^UDENT 
DLVLLOPED THIS CURRICULUM GUIDE AS 
AN OUTGROWTH OF A SIMILAR PRObRAM 
A LREADY^IN U-'E . ( GR ) I 

VT Oil 298 . " 

CLERICAL AND kFCORD KEEPING 
OCCUPATI OlMS, A SUGGESTED I7YEAR 
CURRICULUM. ^' 

OFFICE OF EDUCATION IDHEW), 
WASHINGTON, D.C.. DI V. OF VOCATIONAL 
AND TfCHNICAL EDUCATION, 
ME AVAl4.AbLt IN VT-ERIC SET.' 
SUPERINTENDENT OF DOC UMENTS ,^ U. S. 
GC'VEKNMENr PRINTING pFWCE, - 
WASHINGTON, D.C. 2040? ($.50>. 
f'^rklB - 63 81P. 

ERIC 



l»LSLRIPTORS - *RUSINeSS FDUGATION5 
♦CURRICULUM GUIDES; ♦INSTRUCTIONAL 
MATERIALS; •PROGRAM DEVELOPMENT; 
♦CLERICAL OCCUPATIONS; RESOURCE 
MATERIALS; OFFICE OCCUPATIONS 
fducaiiun; KECORDKEEPING; JOB 
TRAINING; CURRICULUM DEVELOPMENT; 
tDUCATIONAL FACILITIES; EDUCATIONAL 
FQUiPMENT 

ABSTRACT - THIS PUBLICATION AND ITS 
COMPANION, "STENOGRAPHIC- 
SLCRETARIAL OCCUPATIONS 
SUGGESTING VOCATIONAL CURRlCULyMS 
I\ OFFTCE OCCUPATIOr^S, ARE DESIGKIED 
TO PROVIDE BASIC EDUCATION AND / 
SKILL DEVELOPMENT OPPORTUNITY FOR 
LNTRY JOBS, REFRESHER TRAINING FOR 
THOSE WHO HAVE BEEN ABSENT FROM THE 
FIELD FOR SOME TIME, AND 
SPECIALIZED TRAINING FOR THOSE 
WISHING TO ADVAt^C^ TO MORE , - 
RtSPONSIBLE OFFICE POSITIONS. THE 
OUTLINES AND OTHER MATERIALS ARE , 
DESIGNED TO AID ADMINISTRATORS, 
IPERVISORS, TEACHER-TRAINERS, AND 
IaCHERS in THE PROMOTipN AND ^ 
JvELOPMENT OF VOCATiqML COURSES. 
THhV MAY ALSO PROVI OE GUI DA NC E IN 
EVALUATING AND UPGRADING EXISTING 
OFFICE OCCUPATIONS TRAlKlING 
PROGRAMS. THE SEVEN UNITS INCLUDE 
LISTS OF THXTS AND REFERENCE 
MATERIALS AND COVER TOPICS SUCH AS:. 
I 1 ) OFFICE PRACTICE, (2 ) 
CORRESPONDENCE ENGLISH, (3» PAYROLL 
RECORDS, (4» MACHINE CALCULATORS, 
(5) BUSINESS PRINCIPLES AND 
ORGANIZATION, AND 16) APPLIED 
PSYCHOLOGY. ALSO INCLUDED ARE ' 
SUGGESTED STANDARDS, SAMPLE LESSON 
PLANS, AND TYPICAL FACILITIES 
LAYOUT. THE RELATED DOCUMENT 
MENTIONED ABOVE IS AVAILABLE IN 
THIS ISSUE AS VT Oil 9^70, 
(AUTHOR/JS)| 

VT Oil 970 

STENOGRAPHIC-SECRETARIAL 
OCCUPATIONS; A SUGC^^STEO 1-YEAR 
CURRICULUM. 

OFFICE OF FDUCAT^Yl^N^ IDHEW), 
WASHINGTON, D.C. 01 V% Of MANPOWER 
DEVELOPMENT AND TKAINING. 
MF AVAILABLE INi^T-tRIC SET. 
OF- 86007. ' 
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bUSINfSS 'AND OFF ICt 

SUPCKINTfNDf-Ml OF DOCOMENTS, U.S. 

&0VCKNMEN1 PKINIING OFFICt* 
^^ASHINbtON, D.C. 20^02 
~ FS5.2e6 XPAOOTf $.^?). 

PUB DATE - 62 TOP. 

OtSCRIPlORS - ♦STENPGRAPHEKS; 
♦ 5<tCKtTAkItS; •CURRICUgjM GUIDES; ' 
♦BUSINESS EDUCATION; ♦OFFICF 
OCCUPATIONS fOUCATION; BUSINESS 
SKILLS; VOCATIONAL EDUCATION; 
\bIbLIOGRAPHlC CITATIONS 

ABSTRACT - FOR USF PY 
AOMINISTRATORSt SUPERVISORS, 
. TEACHtK-lRAINERS, AND TEACHERS IN 
DLVCLOPING Ai'^D CONDUCTING 
VOCATIONAL COURSES IN THE FIELD OF , 
OfFICk OCCUPATIONS, THIS GUIDE IS 
DESIGNED TO AID IN TRAINING 
UNEMPLOyEP AND UNDEREMPLOYED 
WORKERS AS COMPfTFNT, QUALIFIED 
STENOGRAPHERS AND SECRETAKlES. 
CONTENTS ARF DIVIDED INTO THRIE 
COURSES: (1) AN ENTkY OCCUPATIONS 
COURSE CONSISTING OF THRE t UNITS 
CUVERIl^^G BASIC SHORTHAND, TYPING, 

•I^OCABULARY, AND OFFICE RELATIONS* 
\i\ A RtfFKESHEH TRAINING CmiR SE , 
WITH TH^EE UNITS COVERING MORE 
ADVANCED TYPING, SHORTHAND, AND 
' ENGLISH AS WE'LL AS TRAINING ON 
OFFICE MACHINES AND SECRETARIAL 
FMiACTICE, AND <3) AN UPGRADING 
COURSE, WHICH PKOVIDFS TWO UNITS 
COVERING ADVANCED bUSINESS SKILLS, 
EUSII4ESS ORGANIZATION, BASIC 
BUSINESS LAW, APPLIED PSYCHOLOGY, 
AND OFFICE SUPtRVISION. SUG^GESTED-^ 
EVALUATION PkPC.EDURES ' 
INSTRUCTIONAL MATERIALS, SAMPLE 
LESSON PLANS, EUUIPMENT AND , 
SUPPLIES, AND A SUGGESTED 
FACILITIES LAYOUT ARE APPENDED* A 
COMPANION DOCUMCNT, "CLFRlCAL AND 
• KICORD KEEPING OS.CUPA T 1 9N S , *• IS 
AVAILABLE IN JHIS ISSUE AS VT Oil 
2<>8. (AW) I 

VT 012 101 

MORGAN, THOMAS T.;nAyiS, DONALD R, 
'.HOW TO AVOID FLYING BLIND. A 
g^SOUND/FIC^STRIP . . 

CALIFORNIA SOCIETY OF CERTIFIED 
PUBLIC ACCOUNTANTS. 
INDUSTRY-EDUCATION COUNCILS OF 
'"5'*:0RNI>. 



ruCUHENT NOT tVAlLABLE FROM EDRS. 
THE OHIO SOCIETY OF CERTIFIED , 
PUBLIC ACCDUNTANtS, BOX 617, 
WORTHINGTON, OHIO 
JRECORD/FlLMSTRIP/TEACHERi GUIDE 
AVAILABLE IN LIFTED QUANTITY), 
PUB DATE - • 68 16P. 

DESCRIPTORS - •BUSINESS FDUCATION; 
♦FiLMSTRIPS; *BUS1NESS; SECONDARY 
EDUCATION; ♦INSTRUCTIONAL 
MATERIALS; CASE STUDIES 

ABSTRACT - THIS 2-PART 
, S0UN0/FILM9TRIP IS FOR USE AT THB 
SE&ONt)ARY OR COLLEGE LEVEL TO 
PRESENT AN AUDIOVISUAL ILLUSTRATION 
OF THE DEVELOPMENT OF A TYPICAL 
AMERICAN BUSINESS. TbPICS COVEfi: . 
(1) THE INNOVATOR, , (2) THE 
PARTNERSHIP* (3) THE CORPORATION, 
AND (A) EXPLANATIONS OF SUCCESS. 
ACCOMPANYING THE SOUND/FILMSTRIP IS 
A TEACHER'S GUIDE DESCRIBING AND 
ILLUSTRATING USE OF THE FILMSTRIP 
AND CONTAINING A GLOSSARY OF 
RELATED TERMS. < SB) | 

VT 012 991 

SIMULATED OFFICE EDUCATION. COURSE 
OF STUDY. TEACHER MANUAL. 

UTAH RESEARCH COORDINATING UNIT FOR 

VOCATIONAL AND TECHNICAL EDUCATION, 

SALT LAKE CJTY. 

Mf AVAILABLE IN VT-ERIC SET. 

UTAH STATE BOARD- OF EDUCATION, 1400 

UNIVERSITY CLUB BUILDING, 136 EAST 

SOUTH TEMPLE, SALT L*KE CITY, UTAH 

EAlll <$i;25). 

PUb.^9J^£ - 70 6 IP. 

DESCRIPTORS - ♦OF'FICe OCCUPATIONS 
EDUCATION; *BUSINtS^ EOUCATION; 
•SIMULATION; INSTRUCTIONAL ^ 
« MATERIALS"; RESOURCE MATERIALS; ROLE 
PLAYING; TEACHING TECHNIQUES; . 
TtACHFR ROLE; •CLASS ACTIVITIES; 
•MANUALS; TEACHING GUIDES; ANSWER 
KEYS; TIME BLOCKS . ' 

ABSTRACT - THIS TEACHER MANUAL FOR 
A SIMULATED MORTGAGE LOAN' OFFICE 
PROJECT SHOULD BE OF INTEREST TO 
TEACHERS PLANNING CLASS ACTIVITIES 
WITHIN^ 2-HOUR TIME BLOCK, THIS 
ARTICULAR SIMULATfON ACTIVITY 
EQUIRES SOME TYPING ABILITY AND 
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BUSINESS AND OFFICE 



; 

INVOLVES THE- POSITIONS OF , 
' AOMIN ISTRATIVfr ASSISTANT, CASHUji, 
^t'XtCUtlVF SfcCRETARY,. IN$URANCE v ' 

^ ;cotrk> pasting and tax puekk, . 
'receptionist, and vice-president. 
I NFORrwtkgroN pound in this manual 

' PERTAlf^O SUGH THINGS AS ( U 

kOTA-L^ON PLANS,' (2) INFORMATION FOR 
STUDEffr^S, 13) PHYSICAL FACILITIES! 
U) eVAtUATION, (5) RUSH JOBS, (6) 

operations procedure, and (7) 
materials needed. also included is 
a teacher's key and ideas fqr 

. implementing the project. a student 
manual is available as vt 012 992, 

' Also in this issue. ( js) i 

. VT 012 992 

SIMULATED OFFICE EDUCATION. COURSE 
OF STUDY. STUDENT MANUAL. 

, UTAH RESEARCH COORDINATING UNIT FOR 
VOCATIONAL AND TECHMCAL EDUCATION, 
SAtT LAKE CITY. 

MF AVAILABLE IN VT-ERIC SET. . 
UTAH STATE BOARD OF EDUCATION., 1400 
UNIVERSITY CLUB BUILDING, 136 EAST 
' SOUTH TEMPLE, SALT LAKE CITY, UTAH 

. BAlll ($1.50). 

, : PUB DATE - 70 133P. 

■ DESCRIPTORS - *BUSINESSHEDUCATION; 
OFFICE OCCUPATIONS EDUCATION; 
♦SIMULATION; ♦MANUALS; ♦ROLE 
PLAYING; INSTRUCTIONAL MATERIALS; 
.♦TIME BLOCKS; CLASS ACTIVITIES 

ABSTRACT - DEVELOPED BY SEVERAL 
EDUCATORS, THIS STUDENT MANUAL FOR 
A SIMULATED MORTGAGE LOAN OFFICE 
INCLUDES THE MATERIALS NEEDED FOR 
STUDENT ROLE PLAYING. MORE 
SPECIFICALLY THE MANUAL INCLUDES 
(1) REFERENCE INFORMATION, (2) 
. PROCEDURE MANUALS FOR SEVEN 
POSITIONS, (3) TASK SHEETS AND 
NARRATIVES, AND (4) A MASTER 
CUSTOMER -LIST. THIS MANUAL IS TO BE 
USED BY STUDENTS WITH TYPING 
ABILITY AND IN A BLOCK TIME 
SITUATION. A TEACHER MANUAL IS 
AVAILABLE AS VT 012 991, ALSO IN 

I " vT 013 037 




(ONTARIO). * ,0, 

MF.aVaILABLE IN VT-ERICfte.. 
•' CURf^#-3l '^^--^ 
PUB'PATE - (fh. 33P. . 



DESCRIPTORS - ♦BUSINESS EDUCATION; 
♦ELECTRONIC DATA PROCESSING; 
♦CURRICULUM GUIDES; ♦PROGRAMING; . 
SECONDARY GRADES; COMPUTER SGIENCfe, 
EDUCATION; TEACHING. GUIDES; (TffARtSl^ 
REFERENCE MATERIALS; FUNDAMENTAL ^ 
CONCEPTS , 

ABSTft|CT - THIS COURSE GUIDE MAS 
DEVELOPED BY THE ONTARIO DEPARTMENT 
OF EDUCATION FOR INSTRUCTOR USE IN 
TEACHING DATA PROCESSING IN THE 
BUSINESS AND COMMERCE CURRICULUMS 
OF SECONDARY SCHOOLS • THE 4-YEAR ' 
PROGRAM INCLUDES: ID PRINCIPLES OF 
DATA PROCESSING, FOR GRADE 10, 12) 
BASIC PROGRAMING, FOR GRADE 11,' AND 
(3) SYSTEMS DESIGN, FOR GRADE 12. 
OPTIONAL COURSES DEAL WITH COMPUTER 
FUNDAMENTALSt BUSINESS SYSTEMS^ 
PROGRAMING, AND UNIT RECORD ' 
FUNDAMEMTALS. THE 5-YEAR PROGRAM - 
CONSISTS OF: (1) 1-YEAR BUSINESS. 
OPTION COMPUTER CONCEPTS, (2)° 
BUSINESS DATA PROCESSING, AND 13) 
SPECIAL COMMERCIAL DATA PROCESSING. 
UNDER THE BASIC PROGRAMING SECTION, 
CHARTS ARE GIVEN FOR COBOL, 
FORTRAN, AND PL/K REFERENCES AND A 
LIST OF FILMS AND FILMSYrIPS ARE 
INCLUDED. (GEB)I 

VT 613 048 

BUSINESS AND OFFICE EDUCATION 
HANDBOOK AND GUIDE FOR SOUTH 
DAKOTA. 

SOUTH DAKOTA STATE DEPT. OF PUBLIC 

INSTRUCTION, PIERRE. 

MF AVAILABLE IN VT-ERIC SET. 

BULL-61-A 

PUB DATE - ND 69P. 

DESCRIPTORS - ♦BUSINESS EDUCATION; 
♦PROGRAM PLANNING; ♦PROGRAM GUIDES; 
OFFICE OCCUPATIONS EDUCATION; 
SECONDARY EDUCATION; CURRICULUM 
PLANNING; EDUCATIONAL OBJECTIVES,? 
EDUCATIONAL EQUIPMENT; EDUCATIONAL 
PHILOSOPHY; SCHOOL COMMUNITY 
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CURRICULOM GUIDtS; IDUCATIONAL 
.FAClLITItS; tOUKSE DESC^XPTIOWS 

f 

ABSTRACT - Ul VELOPED PY A- STATE 
qEPART,MENT OF- PUBLIC INSTRUCTION, 
THIS PROGRAM f%lJ in E SHOULD Bf. OF 
VALUE TO THO^E TEACHERS AND 
. ADMIN I:ST HAT Ok S ENGAGED IN PLAN^ilNG 
AND CONDUCTING A HIGH SCHOOL* • . 
BUSlNtSS EDUCATION PROGRAM. THE 
HANDBOOK IS DIVIDED INTO 15 - 
SECTIONS WHICH INCLUDE:. (1) ^ 
INFORMATION FOR THE ADMINISTRATOR, 
(2) IHE PHILOSOPHY OF BUSIf4tSS 
EDUCATION, (3) SUGGESTED COURSE 
OFFERINGS AND SFOUENCtS FOR VARIOUS 
SIZED HIGH SCHOOLS, (4) THE 
, BUSINESS DEPARTM-ENT — PHYSICAL . 
LAYOUT, <5) F.USINESS AND OFFICE 
TEACHER AIDS, (6) TEACHER 
CERTIFICATION* (7) PROFESSIONAL 
ORGANIZATION, AND (b) THE 
'distributive EDUCATION PROGRAM. 
ALSO included ARE NUMEROUS TABLES 
AND FIGURES ON SUCH TOPICS AS 
PERFORMANCE STANDARDS FOR OFFICE 
PRACTICE AND A CONCEPTUAL FRAMEWORK 
OR BUSINESS E.DUCATION, (JS)| 

- \ 

VT 013 085 ■ J 

SIMULATED, AUTOMOBILE INSURANCE 
MANUAL. 

WASHINGTON I.NSURANC"^ COUNCIL, 
SEATTLE. 

DOCUMENT NOT AVAILABLE FROM EDRS. 
WASHINGTON INSURANCE COUNCIL, 1218 " 
THIRD AVENUE, SEATTLE f WASHINGTON 
98101. 

PUB DATE - JUNTO 145P. 

a 

DESCRIPTORS - *BUSINESS EDUCATION; 
♦SIMULATION; ♦RESOURCE MATERIALS; 
♦MANUALS; f INSURANCE OCCUPATIONS; 
SECONDARY EDUCATION; INSTRUCTIONAL 
MATtRIALSH INSURANCE COMPANIES; 
INTER-OIsiP»LINARY APPROACH; ROLE 
PLAYING; RETAILING; OFFICE 
OCCUPATIONS EDUCATION 

ABSTRACT - THIS DXUMENT IS A 
PROCEDURES MANUAL DEVFLOPED FOR USE 

N AN OFFICE SIMULATION PROJECT ON 
'AUTOMOBILE INSURANCE. DESIGNED TO . 
ACCOMPANY A MANUAL OF INSURANCE 
FORMS, INFORMJ^TION IS INCLUpEO FOR' 
AGENCY PROCEDURES, COMPANY 
^"JHDURtS, AND INSURANCE RATES. 



MORE SPECIFIC INFORMATION CONCERNS • 
THE CI) APPLICANT INTERVIEW, {?) 
COVERAGES, (3) LOAN PROCEDURES,. (4) 
UNDERWRITING GUIDE,' (5) POLICY 
OPtRATI-ONS— DLfTIES, AND (6): OFFJCE 
MANAGER — ^^DUTIES. TflE RELATED FORMS 
AR'E AVAILABLE AS VT 013 086, ALSp 
IN THJ S ISSUE. ( JS) I . 



VT 013 086 - / 
SIMULATED AUTOMOBILE 
FORMS. 
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WASHINGTON INSURANCE COUNCIL r 
SEATTLE. . , 

DOCUMENT NOT AVAILABLE FROM EDRS. 
WASHINGTON INSURANCE COUNCIL, 121ft 
THIRD AVENUE, SEATTLE, WASHINGTON 
98101. 

PUB DAT^ - JUNTO 76P . 

DESCRIPTORS r ♦SIMULATION; 
♦BUSINESS EDUCATION; SECONDARY 
EDUCATION; INSTRUCTIONAL MATERIALS; 
♦RECORDS (FORMS); ♦INSURANCE 
OCCUPATIONS; INSURANCE COMPANIES; 
INTERDISCIPLINARY APPROACH; 
♦MANUALS; ROLE PLAYING; RETAILING; 
OFFICE OCCUPATIONS EDUCATION 

ABSTRACT - DEVELOPED BY THE 
WASHINGTON INSURANCE COUNCILf THIS 
MANUAL OF FORMS IS TO BE USED AS 
RESOURCE MATERIAL FOR THE 
INSTALLATION OF AN OFFICE 
LABORATORY .SIMULATIQN. THE SUBJECT 
MATTER OF THIS PARTICULAR OFFICE 
LABgRATORY INVOLVES THE WRITING OF 
AUTOMOBILE INSURANCE THROUGH THE 
SERVICES OF AN INSURANCE AGENCY. 
CONSISTING OF FIVE OR SIX 
POSITIONS, THE COMPANY OFFI C^ IS 
STAFFED BY STUDENTS ON A ROTITING 
BASIS IN ORDER TO PROVIDE A VARIETY. 
OF EXPERIENCES AND A TOTAL PICTURE 
OF THE INSURANCE BUSINESS. STUDENTS 
ALSO^STAFF THE AGENCIES WHICH ARE 
RESPONSIBLE FOR ORIGINATING THE 
BUSINESS, TAKING APPLICATIONSt AND 
RATING AND PROCESSING THE 
TRANSMITTALS TO THE COMPANY. SUCH 
OPERATIONS ARE DESCRIBED IN THE 
PROCEDURES MANUAL ACCOMPANYING THIS 
SET OF FORMS. IT IS SUGGESTED THAT 
AN INTERDISCIPLINARY APPROACH CAN 
BE USED WITH THESE MATERIALS BY 
HAVING DRIVER EDUCATION AND AUTO 
SHOP STUDENTS APPLY FOR INSURANCE 
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AND ESTIMATE DAMAGE IN REGAKD TO 
ACCIDENTS. THE PROCEDURES MANUAL 
MENTIONED ABOVE IS AVAILABLE AS VT 
013 085f ALSO IN. THIS ISSUE. ^ 
|AUTHOR/JS)| , / 

VT 013 3 St 

SHORTHAND, A COURSE OF STUI 
FOR TEACHERS. /// 



PUB DATE - 
REVISION. 



69 



40P.1969 




MANUAL 



PINELLAS COUNTY BOARD OF/'PUBLIC 
INSTRUCTION, CLEARWATER, FlA. 
MF AVAILABLE IN VT-ERIC SET. 
SCHOOL BOARD' QF^ PINELLAS COUNTV, 
FLORIDA, 1960 EAST DRJUID ROAD, P.O^ 
BOX A688, CLQARWATER',.:FL0RIDA '3351.6 
<*1.00). 



PUB DATE - 



SEP 6^ 



,25P 



DESCRIPTORS - f^OURSE PRGAN IZ AJ.ION; 
f»COURSE CONTENT; *BUSINESS 
EDUCATION; *ST/^N0.GRAPHY; ♦MANUALS; 
INSTRUCTIONAly MATERIALS; RESOURCE 
MATERIALS; COURSE OBJECTIVES;^ 
SECONDARY, EDUCATION; TEACHING ' 
TECHNIOUES/ 

ABSTRACT OtVELOPED BY MEANS OF A 
WORKSHOP, THIS COURSE OF STUDY' FOR 
SHORTHAND TEACHERS P.EPR'ESENTS THE 
COMBINED THINKING OF^THE WORKSHOP 
PARTICIPANTS. IT ALSO INTEGRATES 
LOCAL AND NATION-WIDE TRENDS IN 
SHORTHANC AND OTHER DISCI f-LINhS AND 
RtCOMMENDS, IN OUTLINE FORM, A 4- 
f.EMfSTER SeOUENCE OF STUDY. THE 
/MANUAL IS DIVIDED INTO THE 
FOLLOWING SECTIONS: (1) PHILOSOPHY 
OF BUSINESS EDUCATION, (2) 
SHORTHAND OBJECTIVtSi <3) SHORTHAND 
PRINCIPLES, (4) BEGINNING 
DICTATION, (bi INTRODUCTION TO 
TRANSCRIPTION, '(6 ) SPEED T-ICTATION 
AND TRANSCRIPTION, AND (7) SELECTED 
BIBLIOGRAPHY. INCLUDED ARE H 
SUGGESTIONS CONCERNING 'THE GRADE 
LEVEL, TIME BLOCK, PR I R EQUI fl TE S , 
STANDARDS OF ACHIEVEMENT, AND 
TEACHING TECHNIQUES. (JS)I 

VT 013 388 

INTRODUCTION TO BUSINESS, 
CURfllCULUM GUIDE. 

JEFFERSON COUNTY PUBLIC SCHOOLS, 
LOUISVILLE, KY. DEPT. OF CURRICULUM 
DEVELOPMENT AND SUPERVISION. 
MF AVAILABLE IN VT-ERIC SET. - _ 

. 15 



DESCRIPTORS --Business education; 

♦CURRICULUM GUIDES; ♦IMStRUCTIONAL 
MATERIALS; *RES0URCE MATERIALS; 
♦BUSINESS ADMINISTRATION; SECONDARY 
EDUCATION; ECONOMICS; CAREER 
PLANNING ^ ' 

ABSTRACT -^DEVELOPED THROUGH 
COMMITTEE, THIS CURRICULUM GUIDE 
FOR INTRODUCTION TO BUSINESS IS A 
REVISED EDITION OF A PREVIOUSLY 
USED WORKING COPY OF THE GUIDE. 
THIS GUIDE CONfllNS A VARIETY OF 
ACTIVITIES AND CLASSROOM TECHNIQUES 
THAT TEACHERS .HAY BE ABLE TO ADAPT 
TO THE INTERESTS AND ABILITIES OF 
THEIR OWN CLASSES* INFORMATION IN 
THE GUIDE IS qflVIDED INTO 14 UNITS 

CI) YOUR ROL'E.rIN THE 
, 12) OUR ECONOMIC 
NSUMER EDUCATION, 14) 
OUR TAX SYSTEM, C 5) EMPLOYMENT IN 
THE BUSINESife WORLD, C6) TRAVEL, AND 
(7) FINDING AND FILING SOURCES OF 
INFORMATION. ALSO INCLUDED, ARE ID 
SUGGESTIONS FOR^ FIELD TRIPS, GUEST 
SPEAKERS-, FILMS\ AND BULLETIN 
BOARD, (2) EDUCATIONAL OBJECTIVES, 
AND (3) A REVIEW OF BUSINESS 
MATHEMATICS. (JS)| 



which; include 
business worl 

SYSTEM, (3) C 
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SERVICES, 



GRADE TWELVE. 



JEFFERSON COUNTY PUBLIC SCHOOLS, 
LOUISVILLE, KY; DEPT. OF CURRTICULUM 
DEVELOPMENT AND SUPERVISION. 
MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - 70 155P^ 

DESCRIPTORS - ♦BUSI NESS .EDUCAT ION ;, 
♦TEACHING GUIDES; ♦INSTRUCTIONAL 
MATERIALS; RESOURCE MA.TERIALS; 
SECONDARY EDUCATION; ♦OFFICE 
MACHINES; ♦OFF'iCE OCCUPATIONS 
EDUCATION;, TEACHING TECHNIQUES 



ABSTRACT - DEVELOPED BY BUSINESS 
EDUCATORS, THIS TEACHING GUIDE" WAS 
PREPARED FOR USE IN A SPECIAl..Y 
FUNDED TWELFTH GRADE BUSINESS , * 
MACHINES CLASS. EQUIJ^MENT ON WHICH 
THE GUIDE IS BASED WE THE: II) 
COLLATOR, JOGGER AND^ECTRIC 
STAPLER, (2) MAIL OPENER, t3) 



BUSINfcSS AND OFFICE. 



L0L0IN6 

[achine, 

HACHINEt 
NAILING 
POST SCA 
TO PflOVt 
MATERIAL' 
THE GUID 
INSTRUCT 
RESOURCE 
VARIOUS 
PROVIDE 
AS THE Z 
BULK RAT 
MATERIAL 
TRANS PAR 
THE SIZE 



MACHINE, 14) INSERTING 
(6) KEYBOARD EMBOSSING 
16) ADDRESSER-PRINTER, (7) 
MACHINE, AND (8) PARCEL 
LE AND SCALES, IN ADDITION 
DING TEACHER AND STUDENT 
S" FOR THC ABOVE EQUIPMENT, 
E ALSO INCLUDES NINE 
lONAL UNITS AND NUMEROUS 

MATERIALS EOR USE^IN 
CLASS ACTIVITIES^ THE (PNI TS 
INFORMATION ON SUCH TOPICS' 
IP CODE, CIVIL SERVICE, AND 
E MAIL WHILE THE RESOURCE 
S INCLUDE TIPS ON USING j 
ENCY MASTERS AND COMPUTING.! 
OF A PACKAGE. ( JS) i 



VT 013 398 

BUSINESS ENGLISH 



(WORKING COPY) 



JEFFERSON COUNTY PUBLIC SCHOOLS, 
LQUlSVlt-LE, KY. DEPT. QF CURRICULUM 

supervision: 

VT-ER IC "jSJ 
6 8 92P1 



DEVELOPMENT AND 
MF AVAILABLE IN 
UB OAtE^^ 
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DESCRIPTORS - *BUSINESS EDUCATION; 
♦TEACHING GUIDES; ♦BUSINESS 
ENGLISH; ♦BUSINESS CORRESPONDENCE; 
CURRICULUM GUIDES; VOCATIONAL 
EDUCATION; LETTERS 
(CORRESPONDENCE) ; ♦INSTRUCTIONAL 
MATERIALS; RE SOURCE MATERIALS ; 
EDUCATIO«(AL OBJECTIVES 

ABSTRACT - DEVELOPED THROUGH A 
COMMITTEE, THIS TEACHING GUIDE 
OUTLINES THE hlNAL ENGLISH COURSE 
SPECIALLY DESIGNED FOR STUDENTS IN 
VOCATIONAL BUSINESS EDUCATION. 
DIVIDED INTO TWO SEMESTERS, THE 
GUIDE WAS DEVISED SO THAT THE BASIC 
RULES OF COMMUNICATIONiCAN BE 
REVIEWED AND STRENGTHENED AND THEN 
APPLIED TO REALISTIC OFFICE 
S1TU4TI0NS. THE GUIDE INCLyDES 
INFORMATION ON: (1) GRAMMAR, <2) 
WORD POWER, (3) PENMANSHIP, (4) 
ORAL COMMUNICATION, <5) LETTER 
WRITING, AND (6) GENERAL PRINCIPLES 
F COMMUNICATION. ALSO INCLUDfD ARE 
'educational OBJECTIVES, SAMPLE 
TESTS, DRILLS, LESSUN PLANS, 
BULLETIN BOARD SUGGESTIONS, AND 
SOURCES OF SUPPLEMENTARY MATERIALS. 



VT 013 427 

.GUIDE FOR BUSINESS EDUCATION. 

EAST ALLEN- COUNTY SCHOOLS, NEW 
HAVEN,'- IND. . •» 

MF AVAILABLE IN VTr-ERIC SET. 

EAST ALLEN COUNTY SCHOOLS, 12A0 

U.S. 30 EAST, NEM HAVEN, IIVIDIANA 
A677A ($3.00). j 
PUB DAp - NO \ 70P. 
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DESCRIPTORS - ♦BUSINESS EDUtATION; 
♦CURRICULUM DEVELOPMENT; 
♦CURRICULUM GUIDES; "♦COURSE 
DESCRIPTIONS; >«ANUALS; TYPEWRITINt; ; 
STENOGRAPHY; ACCOUNTING; OFFICE. . 
M-ACHINES; OFFICE PRACTICE-; LAW 
INSTRUCTION; tCQNSUMER ECONOMICS; 
SALESMANSHIP; ARITHMETIC; ♦RESOURCE 
MATERIALS 

ABSTRACT - DEVELOPED AS WRT 01^ THE 
CONTINUOUS CURRICULUM DEVELOPMENT 
PROGRAM, THESE CURRICULUM OUTLINES 
WERE DEVELOPED FOR BUSINESS 
EDUCATIOJ^ TEACHERS AND 
APMINISTR/TORS TO USE IN DEVELOPING 
CURRICULUM. INCLUDED IN THIS MANUAL 
ARE REVIEWS OF ALL COURSES IN THE 
BUSINESS EDUCATION CURRICULUM, THE 
BASIC ESSENTIALS THAT NEED TO BE 
EMPHASIZED IN ALL SUBJECT AREAS AND 
GRADE LEVEL COURSES THROUGHOUT THE 
EAST ALLEN COUNTY SCHOOLS DISTRICT. 
THE INTENTIONALLY BRIEF CURRICULUM 
WRITE-UPS, IN ADDITION TO THE 
OBJECTIVES, INCLUDE ONf OR TWO 
SUCCESSFULLY USED ACTIVITIES, AS 
WELL AS SOME TRIED AND TESTED 
AUDIO-VISUAL MATERIALS, AND 
SUPPLEMENTARY RESOURCES. COURSES' 
FOR WHICH OUTLINES ARE PROVIDED 
are: (1) GENERAL BUSINESS I-II, (2) 
BEGINNING TYPEWRITING I-II, (3) 
ADVANCED TYPEWRITING III-IV, (4) 
BEGINNING SHORTHAND I-II, (5) 
ADVANCED SHORTHAND, (6) CLERICAL 
OFFICE PRACTICE, (7) BOOKKEEPING I- 
II, (8) BOOKKEEPING III-IV, (9) 
SALES, (10) BUSINESS ARITHMETIC, 
(11) CONSUMER ECONOMICS, (1?) 
BUSINESS LAW, AND (13) BUSINESS 

machines! (JS)| 
VT 013 476 

BOOKKEEPING. (GENERAL INSIRXTIONS 
AND PACKAGES 1-19). 



. 8 •.• 

OMAHA. PUBLIC SCHOOLS^ NEBK. 

MF AVAILABLt IN yT-ERIC Sf T. , 

ASSISTANT "SUPFRINTENOENT, OMAHA 
PUBLIC SCHOOLS t 3902 DAVENPORT 
STHfcET, OMAHA t NEBRASKA 6813L. 
PUB DATE - NO 1,2 OP. 

DESCRIPTORS - ♦BUSINESS EDUCATION; 
♦BOOKKEEPING; ♦INDIVIDUALIZED 
.INSTRUCTION; ♦INSTRUCTIONAL 
MAIERIALS; ♦SCHEDULE MODULES; 
EDUCATIONAL OBJECTIVES; 
ASSIGNMENTS; SECONDARY EDUCATION; 
Til»E BLOCKS 

ABSTRACT -iDEVELOPEP FOR USE IN A 
HIGH SCHOOL BOOKKEEPING CLASS t THIS 
COLLECTION IS COMPRISED OF 20 
INSTRUCTIONAL PACKAGES ON SUCH 
TOPICS AS: (IJ STARTING A 
BOOKKEEPING- SYSTEM, <2) RECORDING 
AND POSTING THE OPENING ENTRY, 13) 
SELLING MERCHANDISE AND RECEIVING 
.CASH, (4) THE COMBINATION JOURNAL 
AND PETTY CASH, (5) UNCOLLECTIBLE 
ACCOUNTS, AND (6) THE USE OF THE 
CASH REGISTER. USEFUL WITH MODULAR 
SCHEDULING AND IN INDIVIDUALI Z.ING 
INSTRUCTION, THE PACKETS INCLUDE 
SUGGESTIONS CONCERNING 
EXAMINATIONS, ASSIGNMENTS, AND 
REMEDIAL REVIEWS. EACH 
INSTRUCTIONAL PACKAGE ALSO INCLUDES 
A PREVIEW, OBJECTIVES, EXAMINATION 
CRITERIA, AND ASSIGNMENTS. US) I 

VT 013 524 ^ 

xcurriculum guide for systfms ii: 
Accounting. 

CHICAGO board of EDUCATION, ILL. 
MF AVAILABLE IN VT-ERIC SET. 
BOARD OF EDUCATION OF THE CITY OF 
CHICAGO, DEPARTMENT OF CURRICULUM, 
228 NORTH LASALLE STREET, CHICAGO, 
ILLINOIS 60601 l$2.50). 
PUB DATE - 70 llAP. 

OEiSCRIPTORS - ♦BUSINESS EDUCATION; 
♦ACCOUNTING; ♦CONCEPT TEACHING; . 
♦INSTRUCTIONAL MATERIALS; 
♦CURRICULUM GUIDES; SECONDARY 
EDUCATION; COURSE CONTENT; RESOURCE 
MATERIALS;! SYSTEMS APPROACH; COURSE 
OBJECTIVt^ 

ABSTRACT - DEVELOPED BY A 
CURRICULUM CDMMITTEEt THIS GUIDE IS 
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DESIGNED TO A I D?^ TEACHERS AND 
STUPENTSjeiN UNDERSTANDING ■ 
ACCOUNTING FROM , A SYSTEMS PQINT OF/ 
VIEW. TREATED IN tHE CURRICULUM / 
GUIDE ARE ADVANCED CONCEPTS SUCH /AS 
INCOME TAXES, CORPORATE RECORDS AND 
REPORTS, AND THE ADAPTATION OF DATA. 
PROCESSING EQUIPMENT AND PROCEDURES 
TO. THE RECORDING OF BUSINESS, ' 
INFORMATION AND, THE PRODUCTION OF 
REPORTS. THE CURRICULUM GUIDE 
OFFE"RS SUGGESTIONS TO TE(ACHJER.S FpR 
MOTIVATING LEARNIlt; AS WELLr;4S, 
SUGGESTIONS TO AID IN ORGANlltNG 
THE ACCOUNTING COURSE. THE Nirif 
INSTRUCTIONAL UNITS FOUND IN THE 
GUIDE include: (II REVIEW OF/IRST- 
YEAR BOOKKEEPING, (21 PARTNE^lSHIP 
ACCOUNTING, (3) CORPORATTON^, i (4) 
ACCOUNTING FOR MANUFACTURING, AND- 
(^) DEPARTMENTAL ACCOUNTING. EACH 
UNIT CONTAINS UNIT OBJECTIVES, AN , 
OUTLINE OF THE CONTENT, AND RELATE^) 
ACTIVITIES. SAMPLE TAX FORMS ARE 
PROVIDED IN THE APPENDIX. (jlUTHt)^)! 

f * 

VT 013 525 

CURRICULUM GUIDE FOR INTRODUCTION 
TO DATA PROCESSING, GRADES 11 AND 
12. 

CHICAGO BOARD OF EDUCATION, ILL. 
MF AVAILABLE IN VT-ERIC SEt./ 
BOARD OF EDUCATION OF THE CITY OF 
CHICAGO, DEPARTMENT OF CURRICULUft, 
228 NORTH LASALLE STREET, CHICAGOf 
ILLINOIS 60601 (i3.75l. 

pub date - ' 69 115p. 

descriptors - ♦business education; 
♦data processing; ♦instructional 
materials; ^curriculum guides; 
♦teaching techniques; resource 
materials; course content;- course 
organization; bibliographies 

abstract - developed by a 
curriculum committee, this 
curriculum guide was prepared for 
use in an introdxtory data 
processing course. recommended for 
grades 11 and 12, the course is 
intended to give both the college- 
bound and the vocationally-oriented 
student an understanding of data 
processing. arranged in outline 
format, the guide presents 10 units 
which include: (ii computer 
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CHARACTERISTICS. 12) THE INPgT- 
OUTPUT FUNCTIONt (3) COMPUTER. 

GRGAN^IZATlONt U ) COMPUTER 

ANGUAGES* AND (&) NEW DEVELOPMENTS 
IN DATA PROCESSING. ADDITIONAL 
RESOURCE MATERIALS FOUND IN THIS 
GUIDE INCLUDt REPRESENTATIVE JOf> 
CLASSIFICATIONS AND SALARY RANGESt 
SAJGGESThO FIELD TRIPSt A SUGGESTED 
TIME SCHEDULE, A" BIBLIOGRAPHY FOR 
STUDENTS, A BIBLIOGRAPHY FOR 
TEACHERS, AND NUMEROUS 
ILLUSTRrfj^TIONS. IBHII 
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CURRICULUM GUIDE 
ORGANIZATION AND 



FOR BUSINESS 
MANi^GEME NTi ' 



.CHICAGO BOARD OF' EDUCATION, ILL* 
MF AVAILABLE IN VT-ERIC SET. / 
BOARD OF EDUCATION OF THE CltV OF 
CHICAGO, DEPARTMENT OF CURRICULUM, 
22B NORTH LASALLE STREET, CHltAGp, 
ILLINKDIS 60f&01 ($4.50). 
PUB DATE - 68 237P. 



DESCRIPTORS - 'BUSINESS EDUCATION; 

♦ BOSINFS.S ADMINISTRATION; ♦TEACHING 
UI-DES; ♦COURSE CONTENT; » 

♦ INSTRUCTIONAL- MATERIALS; 
MARKETING; COURSE ORGANIZATION; 
RESOURCE MATERIALS; CONCEPT 
TEACHING . 

V ^ 1 , 

ABSTRACT - D&4/E LOPED BY *yv 
CURRICULUM COMMITTEE, THIS LOI 

OF STUDY IS Intended 'TO SERVE as a 

FUnItIONAL GUIDE TO ENABLE TEACHERS 
TO BETTER DEVELOP WITHIN STUDENTS 
UNDtKSTANDINGS AND APPRECIATIONS OF 
MODERN BUSINESS AND .MAN^^frE*1EN1 . 
ARRANGED If^ OLITLIWE 'FORM, THE TEN 
SECTIONS OF THE COURSE OF STUDY, 
INCLUDE UNITS ON THE: (1) Lt&^AL 
FOR.MS OF OWNtRSHlP, (2) INTERNAtL 
STKUCTukE' OF E US I NESS ORGANIZATION, 
C3) FINANCES: THE SOURCES AND USES. 
OF MONEY, (4) MARKETING, 15) , 
AUXILIARY SEKVICES, ANDM6)j[p 
BUSINESS, GOVERNMENT, lABUR^AND 
THE PUBLIC. ALSO INCLUDED ARE A 
SUGGESTED TIME SCHEDULE , PUBLIC i 
RELATIONS ACTIVITIEJS, A 

rIbLIOGRAPHY, AND NUMEROUS 
ILLUSTRATIONS. US) I 

VT 013 591 ^ i 

REFERENCE MANUAL FOR COOPERATIVE 
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DETROIT BOARD OF EOUCAT lONy- MICH, 
MF' AVAILABLE IN VT-ERIC SET 
DETROIT PUBLIC SCHOOLS ,"W^HOUSE, 
BOOKSTORE, 444)WtST WILLIS AVENUE, 
. DETROIT, MICHldA^I 48201 CiA.SOj* 
PUB DATE f 68 131P. 

DESCRIPTORS ♦BUSINESS EDUCATION; 
♦ OFFICE OCCUPATIONS €ISUCAT1 ON; , 
♦REFERENCE MATPRIAt'S; VOCATIONAL 
EDUCATION; INSTRUCTIONAL MATERIALS; 
■ ♦JOB TRAINING; OCCUPATIONAL 
INFORMATION; ♦EMPLOYMENT . 
OUALIFilCATIONS; JOB SKILLS; \^ ■ 
PERSONALITY DEVELOPMENT; MONEY , 
MANAGEMENT ' ' ' ' ' 

' ' ' 

ABSTfiACT - tMiS R^F^RENCE MANUAL 
WAS DEVELOPED BY .A' Lt)CAL SCHOOL 
SYSTEM TO PROVIDE TEACHERS WITH A 
GUIDE IN PREPARING STUDENTS IN A 
COOPERATIVF OFFICE TRAINING 
PROGRAM. SPECIFIC OBJECTIVES OF THE 
TRAINING- CLASS ARE TO" RELATE SCHOOL 
INSTRUCTIOI^ TO THE- WORLD OF WORKr ' 
TO ORIENTATE AND PREPARE STUDENTS 
IN THE ART OF SECURING EHPLOYMEI»> 
AND TO FOSTER AN UNDERSTANDING 
THE BENEFITS AND RESPONSIBILITIES 
OF GAINFUL EMPLOYMENT. MAJOR UNITS 
ARE: (1) ORIENTATION TO THE 
PROGRAM, (2) SECURING EMPLOYMENT, - 
13) JOB.SK^ILLS AND KNOWLEDGES* (4) 
PERSONAL ..IMPROVEMENT, 15) MONEY 
MANAGEMENT, AND 1 6) PREPARING FOR 
THF FUTURE. EACH UNI"F IS DIVIDED 
INTO RELATED TOPICS AND EACH 
CONTAINS A BIBLIOGRAPHY OF 
REFERENCE MATERIALS PERTAINING TO 
THOSE TOPICS. THE MATERIAL UNDER 
EACH TOPIC CONTAINS SPECIFIC .v 
OBJECTIVES*,, SUGGESTED ACTIVITIES, 
AND EVALUATXCN GUIDE^. (GEB ) | ' 




VT 013 

AUTOMATIC DATA'^IPROC^SSING, 
SUPPLFMhNT TO BOpKKEEPING AND 
ACCOUNTING I AND II SYLLABUS. 



NEW YORK STATE EDXATION DEPT., 

ALBANY. BUREAU OF. SECONDARY 

CURRICULUM DEVELOPMENT. 

MF AVAILABLE IN VT-ERIC SET, 

THE PUBLICATIONS DISTR-I BUTI ON UNIT, 

STATE LDUCATION DEPARTMENT, ALBANY, 

NtW YORK 12224 ( S INGL#'C0PI ES 
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AVAlLABLt:). 

PUB DATE - Jl _ 

OfSCRIPTORS - ♦BUSINESS EOUCATION; 
♦DATA PROCESS ING; ♦BOnKKEfPING; 
♦ TEACHING GUIDES; *CHARTS ; > 
INSTRUCTIONAL MATERIALS; RESOURCE ' 
MATERIALS; SECONDARY EDUCATION; 
COMPUTERS 

ABSTRACT - DEVELOPED THROUGH "a 
STATE OEPAHTMENT |0F EDUCATION, THIS 
SUPPLEMENT WAS DESIGNED TO 
ACCOMPANY THE BOOKKEEPING AND 
ACCOUNTING I AND I'l SYLLABUS. 
BUSINESS EDUCATION TEACHERS WILL BE 
ABlt TO USE THIS SUPPLEMENTARY 
INFORMATION IN A VARIETY OF WAYS. 
SOME MAY DEVELOP TRANSPARENCIES 
FROM THE FLOWCHARTS THAT CAN BE 
USED DURING CLASS PRESENTATIONS. 
OTHER TPACHERS MAY PREFER TO USE 
THE CONTENT OF THE SUPPLEMENT TO 
EXTEND THeiR OWN KNOWLEDGE 01= 
AUTOMATrtD DATA PROCESSING. AMONG 
THE NIME CHAPTEltS INCLUDED IN THE 
SUPPLtMENT ARE THOSE ON: CI) UNIT 
RECORD ECjMIPMENT, (2) COMPUTEK DATA 
PROCESSING* (3) GENERAL LEDGER AND 
STATEMENTS, lA) BILLING, CASH 
RECEIPTS, ^Ijr RECElIVABLES, AND (5) 
AUTOMATED PAYROLL AFPLICATl ONS« A 
RELATED DOCUMENT IS AVAILABLE AS VT 
Oil 645 (AIM SPRING 1971). (JS)| 

VT 013 746 V " 

JOHNSON, ELIZABETH D. . , 
FEDERAL OFFICE ASSISTANT 
EXAMINATIONS STENOGRAPHER, TYPIST, 
CLERK, AND OFFICE MACHINE OPERATOR. 
WHAT IT IS, AND HOW IT IS GIVEN. 

CIVIL SERVICE COMMISSION, 

WASHINGTON, Jj.C. BUREAU OF POLICIES 

AND STANDARDS. ^ ' 

MF AVAILABLE IN VT-FI^I;C SET. 

AN 2400 K4 

SUPERINTENDENT OF DOCUMENTS, U.S. 

GOVERNMENT PRINTING OFFICE, 

WASHINGTON, D.C. 20402 Uo.60;CS 

1.28:2400/4/971) 

PUB DATE - 71 61P. 

DESCRIPTORS - *6uSINESS EDUCATION; 
♦FEDERAL GOVERNMENT; ♦EMPLOYMENT 
OUALIFlCATIONi;> ♦OCCUPATIONAL 

TESTS; ♦guides; vocational ^ 

'•^•o'■^TION; OFFICE OCCUPATIONS lo 



BUSINESS AND OFFICE 

EDUCATION; RESOURCE MATERIALS; 
INSTRUCTIONAL MATERIALS; GOVERNMENT 
EMP4iOYEES; OCCUPATIONAL' 
INFdRflATlON; TYPEWRITING; 
STENOGRAPHY; CLERICAL OCCUPATIONS 

ABSTRACT - DEVELOPED IN THE 
P.ERSONNEL MEASUREMENT RESEARCH AND 
DEVELOPMEINT CENTER OF THE CIVIL 
SERVICE COMMISSION, THIS DOCUMENT, 
DESCRIBES VhE FEDERAL OFFICE 
ASSISTANT EXAMINATION. SPJECIFIC 
INFORMATION^ WHICH SHOULD BE USEFUL 
IN CAREER GI>I DANCE AND STUDENT 
B^ALUATION, IS PROVIDED ON CAREER 
OPPORTUNITIES, SALARIES AND OTHER. 
BENEFITS, TEST A^D EXPERIENCE 
REOUIREMENTS, AND PROFICIENCY : 
CERTIFICATES. ALSO INCLUDED AR^ , 
SAMPLE TESTS AND RELATED 
INFORMATION PERTAINING TO VERBAL 
i\BILITIES, CLERICAL ABILITIES, 
TYPING, DICTATION, AND OFFICE 
MACHINE OPERATION. A DIRECTORY 'OF 
AREA OFFICES OF THE , U.S. CIVIL 
. SERVICE COMMISSION IS FOUND IN" THE 
BACK 0^^ THE DOCUMENT. CJS)| 

VT 013 751 
HOGARD, R.W':. 

A GUIDE TO HELP THE S'TUDENT STUDY. 

BLACKHAWK TECH, .JANESVILLE, WIS, 
MF AVAILABLE IN VT-*6RIC SET. 
PUB DATE r 2APR71: 11P« 

DESCRIPTORS - ♦VOCATIONAL 
EDUCATION; TfcCHNIC*AL EDUtATJON; 
♦STUDY GUIDES; RESOURCE MATERIALS; 
♦STUDY HABITS; ♦STUDY SKILLS; 
STUDENT NEEDS; ♦READING SKILLS; , 
TESTING 

ABSTRACT - INCLUDED IN tHI? 
HANDBOOK ARE SUGGESTIONS' FOR 
IMPROVING THE STUDY HABITS OF 
VOCATIONAL AND TECHNICAL STUDENTS. 
ARRANGED IN OUTLINE FORMAT,. THE 
HANDBOOK I NCLUb: 3 SECTION'S ON: (1) 
PLANNING YOUR WORK., «2) IMPROVING " 
YOUR READING ABILITY, (3) MASTERING 
THE TEXTBOOK ASSIGNMENT - THE P-0- 
R-S-T METHOD, C4) IMPROVING YOUR ' 
MEMORY, (5) INCREASING YOUR ABILITY 

T O CONC EN TR AT E , , M PR E Kl NG- FOR 

AND TAKING EXAMINATIONS, C7 ) TAKING 
LECTURE NOTES, (8) REDUCING READING 
AND STUDY HANDICAPS, AND <9) APPLY 



BUSINESS AND . OFFICE 

■■/'■ ■ 

WHAT YOU LEAkN. TEACHERS IN ALL 
StRVICt AREAS MAY WANT TO ADOPT 
;h1S CiUIOE )FC)K THEIR STUDENTS, 
JSII , > 



'VT <rt3 753 
HOGAKlJ, R«W« 
M'OW TO GET A JOB. PART 
PERSONAL DATA SHEET. 



THE 



bLACKHAWK TECH, JANESVlLLE,x W IS . - 
MF available" IN VT-ERIC SET. » 
PUB DATE - IbMARTl = 29P . 

DESCRIPTORS - VOCATIONAL EDUCATION; 
♦INSTRUCTIONAL MATERIALS; RFSOURCF. 
MATERIALS; ♦JOb APPLICa'tION; *0ATA ^ 
SHEETS; LETTERS (CORRESPONDENCE); 
♦OCCUPA*TIONA.L GUIDANCE; TEACHER . 
•GUIDANCE I *T.t ACHING^ GUIDES 

ABSTRACT - DLVELOPED TO TEACH ' 
STUDENTS -THE PROCEDURES OF FINDING 
EMPLOYMENT, THIS GUIDE STRESSES THE 
IMPORTANCE AND USE OF THE LETTER OF 
APPLICATION, THE PERSONAL DMA 
SHEET, l^NO- tHE APPL ICAT ION .FORM • 
PECIFIC TOPICS INCLUDE: 1 1 ) HOt^^TO 
INO OUT ABOUT JOBS, : (2') HOW 'TO 
DEVELOP YOUR LETTER., A.ND^ 13) HOW/tO 
PICK AN EMPLOYER YOU WANT TO WORK 
FpR.ALSO INCLUDED ARE SAMPLE FORMS 
OF LETTERS 0^ APPLICATI ON , DATA 
SHEETS, AND EMPLOYMENT , ' . 
APPLICATIONS. (JS)| 

013 760 . / \ 
MANAGEMENT AND 'CROUP PERFORMANCE: A 
GUIDE FOR THE USE OF llSTRUCTORS 
WHO, CONDUCT TRAINING FOR MANAGERS 
AT THE OPERATlr^G 'level. 

CIVIL serviceV,commission, 

WASHINGTON, D.6. ^UREAU OF 
TRAINING. 

MF AVAILABLE IN VT-tRiC SET. 
SUPER INT ENDfeWT OF DOCUMENTS, U.S. 
GOVERNMENT PR INTING 0 FFIGb, 
WASHINGTON, C.C .(^20402 ($3.00;CS 
1.7/4:M 31/2/97l\ 
PUB DATE - » T4 450P#1971 
REVISION \\ ' 

DESCRIPTORS - *JOB TRAINING; 
^TEACHING GUIDES; ♦MANAGEMENT 
t DU CAXI ON; * I N S T R UC T I ON AL 
MATERIALS; VOCATIONAL EDUCATION; 
CURRicULUfI GUIDES; TRAINING 
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TECHNIQUES^ REFERENCE MATERIALS; 
GROUP DISCUSSION 

ABSTRACT - PREPARED &^Y TH^ CIVIL 
SERVICE COMMISSION, THIS TEACHING 
GUIDE, IS FOR INSTRUCTORS OF . 
♦•MANAGEMENT AND GROUP PER FORMANCE 
A TRAINING CpURSE FOR MANAGER^^ AT 
THE OPERATING LEVEL. IT INCLUDES AN 
OoT.LI'NE OF THE COURSE, INDICATES , 
THE STEPS TO BE TAIIew TO GET AND 
MAINTAIN discussions), AND PRESENTS 
READINGS AND HANOOUTB WHICH ARE 
USED TO SUPPLEMENT Tl^E DISCUSSIONS 



AND READINGS FROT^ TH^^^ 
"MANAGERIAlg BEHAVIOR" 
SAYLES. THE M< 
SESSIONS, AND 
RECOMMENDED F( 
:%ARYING FROM 




DNARD r' 
■ NINE . 
IME IS . ' 
SION 
12 HOURS PER 



SESSION. TOPICS FOR THE NINE - . 
SESSIONS ARE: !1) INTRODUCTION: 
WHAT A MANAGER DOES, (2) HOW ^TWE 
HANAGLR DOES HIS JOB, (3) XHY A * 
MANAGER WORKS AS HE DOES, (4) 
MONITORING^ ( 5 1 COMMUNICATIONS, (6)' 
NEGOTIATION, (7) MODEL OF A MANAGER 
AT THE OPERATING LEVEL, (8) 
CONFLICT, AND C9l SUMMARY AND 
CONCLUSIONS. (GE8)| • 

VT 013 846 

DITTAMO, GAETANO E. 
A GUIDE TC THE USE OF 
TRANSPARENCIES FOR THE BUSINESS 
EDUCATION TEACHER (GENERAL BUSINESS 
OR NONSKILL AREAS). 

RUTGERS, THE STATE UNIV., NEW 
BRUNSWICK, N.J. CURRICULUM LAB. 
NEW JERSEY STATE DEPT. OF ' 
EDUCATION, TRENTON. DIV. OF 
VOCATIONAL EDUCATION 
MF AVAILABLE IN Vl|pERIC SEl ^ r 
CURRICULUM LABORATORY* VdCATIONAL- 
TtCHNICAL EDUCATION DEPT., BUILDING 
4103-KlLHER CAMPUS, RUTGERS 
UNIVERSITY, NEW BRUNSWICK, NEW 
JERSEY 08903 ($2.00) 
PUB DATE - JUL71 164P. 

DESCRIPTORS - ^TEACHING GUIDES; 
♦BUSINESS EOUCATIONr *OVERHEAD 
PROJECTOR?; ♦TRANSPARENCIES; 
♦BUSINESS SUBJECTS; RESOURCE 
MATERIALS; TEACHING TECHNIQUES ; 
INSTRUCTIONAL MATERIALS; CLERICAL' 
OCCUPATIONS; SECONDARY EDUCATION; 
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CONSUMER ECONOMI^^; LAW 
INSTHUCTICIN; I^OMNFSS ENGLISH; 
salesmanship; • MLKtHANDI SING; 
A*ITHMtT4X- - 

ABSTRACT - DEVELOPED PY A STATE 
DIVISION OF VOCATIONAL EUUCATION, 
THIS GUIDE HAS BEEN WKITTtN TO SHOW 
THfc BUSINESS I DUCAT JON TEACHER HOW 
THE OVERHEAD PROJECTOR CAN BE USED*. 
WHAT MATERIAL IS AVAILABLE, AND HOW 
TRANSPARENCIES ARE PREPARED. THE 
SEVEN MAJOR SECTIONS INCLUDE UNITS 
on: <1) ADVERTISING, SALESMANSHIP, 
AND MI^RCHANDISING, (2) BUSINESS 
ARITHMETIC AND BUSINESS 
MATHEMATICS, C3I BUSINESS ENGLISH, 
<4| -BUSINESS LAW, (5) CENERAL 
BUSINESS, INTRODUCTION TO BUSINESS, 
(6 1 CONSUMER EDUCATION, AfiD C7) 
1>CONOMICS. ALSO INCLUDED ARE SAMPE# 
TRANSPARENCIES FOR EACH OF THE „ 
SEVEN UNIT5 AS WELL AS SOURCE 
REFERENCES AND TRANSPARENCY 
MASTERS. A RELATED DOCUMENT ON 
STENOGRAPHY AND T YPEW RI TI N%I S 
AVAILABLE AS VT 012 708 CAIM SUMMER 
1971I. <JSI| 



VT 013 890 
SHAWON, THEOrORt 
SAVINGS AND CHECKING ACCOUNTS. 



OHIO ST WE UNIV., COL 
OF, AGRICULTURAL EDUCA 
STATE DtPT. OF EDUCAT 
AGRICULTURAL EDUCATIO 
MF AVAILABLE IN VT_ER 
AGDEX 900/I0-AWE-3 
OHIO AGRICULTURAL EDU 
CURRICULUM MATERIALS 
OHIO STATE UI4IVERSI>Y 
ROAD, COLUMBUS, .OHIO 
PUB DATE - 71 



UMBUS. DEPT. 
TION. ;OHIO 
ION, COLUMBUS, 
N SERVICE. 
IC SET. 

CATION 

SERVlCt, THE 
,2120 FYFFE 
<r321C. C$»30) 
23P. ' 



DESCRIPTORS - *VOCATIONAL 
etiUCATION; ♦UNITS OF STUDY (SUBJECT 

fields); »monty management; 
Banking; instructional aids " ■ 

ABSTRACT - THIS UNIT HAS BEEN 
t'fcVELOPED FOR STUDENT USE IN 
LEARNING THE PROCEDURES FOR 
MAINTAINING SAVINGS AND CHECKING 
ACCOUNTS. ILLUSTRATIONS AND SAMPLE 
FORMS-fOR QPFNING, DEPOSITING, AND 
WITHDRAWING MONEY FROM A SAVINGS 
AND A CHECKING ACCOUNT ARE INCLUDED 



BUSINESS AND Ur-Ml^t 

IN THF TEXT. RELATED UNITS ARE 

AVAILABLE AS VT 013 .888-VT 013 891. 
I SBH 

vt ot3 891 : 

> SHANNON, THEODORE < 
CREDIT. 

OHIO STATE UNIV», COLUMBUS. DEPT. 
OF AGRICULTURAL EDUCATION. ;OHI0 
STATE DEPT. OF EDUCATION, COLUMBUS. 
AGRICULTURAL EDUCATION SERVICE. J 
MF AVAILABLE IN VT.ERIC SET. 
AGDEX 900/1 l-AWe-(fr 
OHIO AGRICULTURAL EDC/CATION ^ * 
CURRICULUM MATERIALS SERVICE, THE 
OHIO STATE UNIVERSITY, 2120 FYFFE 
ROAD, COLUMfiUS, O^HO 43210 U.30) 
PUB DATE 71. 27P. « 

DESCRIPTORS - ^VOCATIONAL 
EDUCATIONS *iJNITS OF STUDY (SUBJECT 
FIELDS); »CREDIT (FINANCE); MONEY 
MANAGEMENT; INSTRUCTIONAL AIDS 

ABSTRACT - THIS UNIT HAS BEEN 
DIVFLOPED FOR STUDENT USE IN 
LEARNING ABOUT CREDIT SOURCES, 
APPLYING FOR AND USING CREDIT 
CARDS, AND OTHER ASPECTS OF CREDIT. 
ILLUSTRATIONS AND SAMPLE CREDIT 
APPLICATION FORMS ARE INCLUDED IM 
THE TEXT. RELATED DOCUMENTS ARE 
AVAILABLE AS VT 013 88a-VT 013 890. 
(SB) I 

VT 013 902 

MACHINE TRANSCRIPTION SYLLABUS. 

NEW YORK STATE EDUCATION DEPT., 
ALBANY. BUREAU OF SECONDARY - 
CURRICULUM DEVELOPMENT. 
MF AVAILABLE IN VT-ERIC SET. i 
PUBLICATIONS DISTRIBUTION UNIT, THE 
STATE EDUCATION DEPARTMENT, ALBANY, 
NEW YORK' 12224 ($0.50) 
PUB DATE - 71. 49P. 

DESCRIPTORS - ♦TEACHING GUIDES; 
♦BUSINESS EDUCATION; ♦STENOGRAPHY; 
OFFICE PRACTICE; ♦OFFICE MACHINES; 
SECONDARY FDUCaTION; STUDENT 
EVALUATION; TEACHING TECHNIQUES; 
BUSINESS ENGLISH; ♦TYPEWRITING; 
SCHEDULE MODULES 

ABSTRACT - DEVELOPED BY A COMMITTEE 
OF CLASSROOM TEACHERS, THIS 
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TEACHING GUIDL SHOULD BE A VALUABLE 
RESOURCE FOR TEACHERS OF 
tCRElARIAL AND OFFICE PRACTICE 
UejECTS. DESIGNED EITHER AS A 1-^ 
Sti1LST£R_QR rl-YEAR COURSE OF 
INSTRUCTION OR FOR USE AS AN 
INSTRUCTIONAL MODULFt THE GUIDE 
INCLUDES EDUCATIONA^L 'OBJECT IV ESt 
SUGGESTIONS FOR STUDENT MOTIVATIONt 
AND SUGGESTIONS FOR DICTATING, 
NECESSARY EDUCATIONAL MATERIALS. - 
WITH AN EMPHASIS ON^ I NO I VIDUA 1. 1 ZED. , 
INSTRUCTION, THE COfslTtNT 
OUTLINED ACCORDING tO 
TYPEWRITING, (2) VOCABULARY 
BUILOINGt (3) PUNCTUaWiON AND 
ENGLISH'MECHANICS, (4) 
TRANSCRIPTION, (5) RELATED SKILLS, 
•AND 16) ATTITUDES CONDUCIVE TO 
SUCCESSFUL JOB PERFORMANCE; 
SUGGESTIONS ARE ALSO INCLUDED 
CONCERNING STUDENT EVALUATION. 
C JS M 

VT 013 979 

STOCK CLERK. 

EW JERSEY STATE DEPT. OF LABf^ AND 
. NDUSTRY, TRFNTON. ,i 
DEPARTMENT OF LABOR, WASHINGTON, 
D.C. ; 
Mf AVAILABLE IN VT-ERIC SET. 
J0B%UI0E-70 

DIVISION OF PLANNING ANa RESEARCH, . 
LABOR AND INDUSTRY 6U1LDING, P. 0. 
BOX. 359, TRENTON, ^NEW JERSEY 08625 
I FREE OF CHARGE UPON REQUEST) 
PUB DATE - 0CT70 24P. 

DESCRIPTORS t ♦BUSINESS EDUCATION; 
♦OCCUPATIONAL INFORMATION; 
♦OCCUPATIONAL GUIDANCE; ♦CLERICAL 
WORKERS; ♦OFFICE OCCUPATIONS 
EDUCATION; JOB TRAINING; EMPLOYMENT 
OPPORTUNITIES; VOCATIONAL 
COUNSELING; LDUCATIONAL NEEDS; 
INFORMATION SOURCES 
IDENTIFIERS - NEW JERSEY; STOCK 
CLERKS 

AhSTRACT - PREPARED BY THE STATE 
DEPARTMENT OF LABOR, THIS GUIDE IS 
.ONE IN A SERIES DESIGNED TO PROVIDE 

lOB INFORMATION RELATED 
"SPECIFICALLY TO NEW JERSEY. THIS 
PARTICULAR GUIDE CONCERNS THE STOCK 
CLERK, AN INTRODUCTION PROVIDING 
BACKGROUND IS FOLLOWED BY 



INFORMATION ON: U) THE NATURE OF 
.THE WORK, (2) RELATED OCCUP'ATIONS, 
13) WHERE THESE PEOPLE\^ARE 
EMPLOYED, (4) PHYSICAL AND MENTAL ♦ 
REOUlREMtNTS, (5) WORKING 
CONDITIONS, C6) WAGES, HOURS AND 
BENEFITS, (7) COSTS X)F EDUCATION, 
If ) OPPORTUNITIES FOR ADVANCEMENT, 
T9) UNIONS, AND 110) THE FUTURE 
OUTLOOK. A BRIEF STATEMENT " 
•EXPLAINING HOW TO BECOME A STOCK 
CLERK INCLUDING ON-THE-JOB 
TRAINING, AND PART-TIME COOPERATIVE 
PROGRAMS IS GIVEN. SOURCES FOR 
ADDITIONAL INFORMATION ARE LISTED. 
(JSII 

VT 014 031 
SECRETARY. * 

NEW JERSEY STATE DEPTi, OF LABOR AND 

INDUSTRY, TRENTON. DIV. OF 

EMPLOYMENT SECURITY. 

DEPARTMENT OF LABOR, WASHINGTON, 

D.C. ■ * . 

MF AVAILABLE IN VT-ERIC SET. 

JOB GUIDE-4e» 

DIVISION OF PLANNING AND RESEARCH, 
LABOR AND INDUSTRY BUILDING, P. O. 
BOX< 359, TRENTON, NEW JERSEY D8625 
(FREE, UPON REQUEST) 
PUB DATE JUN68 15P. 

DESCRIPTORS - ♦BUSINESS EDUCATION; 
♦OCCUPATIONAL INFORMATION; 
♦OCCUPATIONAL GUIDANCE; 
♦SECRETARIES; ♦OFFICE OCCUPATIONS 
EDUCATION; JOB TRAINING; EMPLOYMENT 
OPPORTUNITIES; VOCATIONAL 
COUNSELING; EDUCATION NEEDS; 
INFORMATION SOURCES 
IDENTIFIERS - NEW JERSEY 

ABSTRACT - PREPARED BY THE STATE 
DEPARTMENT OF LABOR, THIS GUI6E IS 
ONE IN A SERIES- DESIGNED TO PROVIDE 
JOB INFORMATION RELATED 
SPECIFICALLY TO NEW JERSEY. THIS 
PARTICULAR GUIDE CONCERNS THE 
POSITION OF SECRETARY. AN 
INTRODUCTION! PROVIDING BACKGROUND 
IS FOLLOWED BY INFORMATION ON: (1» 
THE NATURE OF THE WORK, 12) RELATED 
OCCUPATIONS, .(3) WHERE THESE PEOPLE 
ARE EMPLOYED, (4) PHYSICAL AND 
MENTAL REQUIREMENTS, (5) WORKING 
CONDITIONS, 16) WAGES, HOURS, AND 
BENEFITS, (7) COSTS OF EDUCATION, 



14 



BUSINESS AND OFFICE 



< e)- OPPORTUNITIES FOR ADVANCEMENT, 
'«9» ORGANIZAT^ItONSf AND (10) TH? ^ 
FUTUkF OUTLOOK. A BRUF STATEMENT 
EXPLAINING HOW IQ BtCOME A 
SECRETARY INCLUDING HIGH SCHOOL "AND 
PKIVATt BUS IN LSJS^ SCHOOL PROGRAMS IS 
GIVEN. SOURCFS<FOR ADDITIONAL 
INFORMATION ARE LISTED. (JS)\ 



VT 014 032 

STENOGRAPHER.. 



NtW JERSEY STAT{ DKPT. OF LABOR AND 

INDUSTRY, TRENTON. >t)lV. OF S ' 

kMPLOYHENT SE&URITY. 

CtPAKTMENT OF LABOR, WASHINGTON, 

D.C. 

MF AVAILABLE IN VT-ERIC SET. 
JOB GUIDt-45 

DIVISION OF PLANNING AND RESEARCH 
LABOR AND INrUSTRY BUILDING, P.O. 
BOX 359, TRENTON, NLW JERSEY .08625. 
IFREt, UPON REQUEST) ' 
PUB DATE - JUN68 16P. 

DESCRIPTORS - ♦BUSINESS EDUCTION; 
♦OCCUPATIONAL INFORMATION; 
♦OCCUPATIONAL GUIDANCE; 
♦STENOGRAPHERS; ♦OFFICE OCCUPATIONS 
EDUCATION; JOB TRAININ^; EMPLOYMENT 

0 PPORTUN IT I E s ; vocA^rrmM*. 

COUNSELING; tDUCATIONAL NBEDS ; 

inforJ^ation SOURCPS 

IDENTIFIERS - NEW JERSEY J 



"abstract - PREPARED BY THE ST 
DEPARTMENT OF LABOR, THIS GUI 
ONE I.N A SERIES DESIGNED TO P 
JOB INFORMATION RELATED 
SPECIFICALLY TO NEW JERSEY. T 
PARTICULAR GUIDE CONCERNS THE 
STENOGRAPHER. AAT INTRODUCTION 
PROVIDING BACKGROUND IS FOLLO 
INFORMATION ON: (1) THE NATUR 
THE WORK, {2) RELATE^ OCCUPAT 
i3) WHERE THESE PEOPLE ARE 
EMPLOYED, C4) PHYSICAL AND ME 
REQUIREMENTS, (5) WORKING 
CONDITIONS, (6) COSTS OF EDUC 
17) WAGES, HOURS, ,AND BENEFIT 
OPPORTUNITIES FOR ADVANCEMENT 
ORGANIZATIONS, AND (10) THE F 
OUTLOOK.. A BRIEF STATEMENT 
EXPLAINING HOW TO BECOME A 
STENOGRAPHER INCLUDING ON-THE 
TRAINING, HIGH SCHOOL, AND PR 
BUSINESS SCHOOL PROGRAMS IS G 
SOURCES FOR ADDITIONAL INFORM 
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ARE LISTED. (JS)| 

VT 014 035 ^ 
CLERK-TYPI ST. 

NEW JERSEY STATE DEPT. OF LABOR AND 

INDUSTRY, TRENTON. DIV. pF 

EMPLOYMENT SECURITY. 

DEPARTMENT OF LABOR, WASHINGTON* . 

D.C. 

ME AVAILABLE IN VT-ERIC SET. 
JOB GUIDE-42 

DIVISION OF PLANNING AND RESEARCH, 
LABOR AND INDUSTRY BUILDING, P. 0. 
BOX 359, TRENTON, +4EW JERSEY 08^25 
(iFREE; UPON REQUEST! 



PUB DATE ^- 



FEH68 



16P. 



DESCRIPTORS - ♦BUSINESS EDUCATION; 
♦OCCUPATIONAL INFORMATION; _ 
♦OCCUPATIONAL GUIDANCE; ♦TYPISTSi 
yCLERICAL WORKERS; JOB TRAINING; " 
EMPLOYMENT OPPORTUNITIES; 
VOCATIONJvL COUNSELING; EDUCATIONAL 
NEEDS; INFORMATION SOURCES; OFFICE 
OCCUPATIONS EDUCATION 
IDENTIFIERS - NEW JERSEY 

ABSTRA(Jt - PREPARED BY THE STATE 

depar:[«ent of labor, this guide IS 

ONE IN^A SERIES DESIGNED TO PROVIDE 
JOB INFORMATION RELATED 
SPECIFICALLY TO NEW JERSEY. THIS 
PARTICULAR GUIDE CONCERNS THE 
CLERK-TYPIST. AN INTRODUCTION 
PROVIDING BACKGROUND IS FOLLOWED BY 
INFORMATION on: (1) THE NATURE OF 
THE WORK, (2) RELA^TED OCCUPATIONS, 
(3) WHERE THESE PEOPLE ARE 
EMPLOYED, (4) PHYSICAL AND MENTAL 
REQUIREMENTS, (5) WORKING 
CONDITIONS, (6) WAGES, HOURS, AND 
BENEFITS, (7) COSTS OF EDXATION, 

(8) OPPORTUNITIES FOR ADVANCEMENT, 

(9) ORGANIZATIONS, AND (10) THE 
1%TURE OUTLOOK. A BRIEF STATEMENT 
EXPLAINING HOW TO BECOME A CLERK- 
TYPIST INCLUDING ON-THE-JOB 
TRAINING, PRIVATE BUSINESS SCHOOLS, 
AND EVENING COURSES IS GIVEN. 
SOURCES FOR ADDITIONAL INFORMATION 
ARE LISTED* (JS) I 

VT 014 040 

COMPUTER OPERATOR. 

NEW JERSEY STATE DEPT. OF LABOR AND 
INDUSTRY, TRENTON. DIV. OF 
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tMPLOYMENT JECMklTY. ^ 
0-tPARTMeNT OF LABOK , WASHING"H«, 

)d.c"'. . . 

MF AVAILABLE IN VT-ERIC SET. 
JOBGUlOF-35 

DIVISION OF PLANNING AND RESEARCH, 
^ABOK ANJj INDUSTRY BUILDING* P. 0. 
BOX 359, TRENTON, NEW JERSEY 08625 
I FREE, UPON REQUEST) 
PUb DATE * JUL67 17F. 

DESCRIPTORS - *BUSINESS EDUCATION^ 
♦ JOB TRAINING; *OCCUI^ATIOfML 
INFORMATION; ♦OCCUPATIONAL 
GUIDANCE; *DATA PROCESSING 
OCCUPATIONS; EMPLOYMENT 
OPPORTVNIIIES; VOCATIONAL 
COUNSELING;* LDUCATIONAL NEEDS; 
INFORMATION SOURCES ;J1FFI CE 
OCCUPATIONS EDUCATIOI^; COMPUTER 
SCIENCE EDUCATION 
IDENTIFIERS - NEW JERSEY 



ABSTRACT - PREPARED BY THE STAT 
DEPARTMENT OF LABOR, THIS GUIDE 
ONE IN A SERIFS DESIGNED TO PRO 
JOB INFORMATION RELATED 
SPECIFICALLY TO NEW JERSEY. THI 
PARTICULAR GUIDE CONCERNS THE 
COMPUTER OPERATOR. AN INTKODUCT 
PROVIDING BACKGROUND IS FOLLOWE 
MFQRHATION ON: (1) THE NATURE 
THE WORK, C2) RELATED OCCUPATIO 
13) WHERE THESE PEOPLE ARE 
EMPLOYED, (4) PHYSICAL AND MfcNT 
REQUIREMENTS, (5) WORKING 
CONDITIONS, (6) WAGES, HO%RS, A 
BENEFITS, I7)ck;0STS OF EDOCATIO 
(8) OPPORTUNITIES FOR ADVANCEHE 
l<f) ORGANIZATIONS, AND (IC) THE 
FUTURE OUTLOOK. A BRIEF STATEME 
EXPLAINING HOW TO BECOME A COMP 
OPERATOR INCLUDING ON-THE-JOB 
TkAINING, public SCHOOLS AND 
BUSINESS MACHINE SCHOOLS, AND 
TECHNICAL INSTITUTES IS GIVEN. 
SOURCES FOR ADDITIONAL INFORMAT 
ARE LISTED. ( JS) I 
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^NEW JERSEY STATE 



DEPT. OF LABOR AND 
INDUSTRY, TilENTON. DIV. OF 
EMPLOYMENT SECURITY. 
DEPARTMENT OF LABOR, WASHINGTON, 
D.C. 

O VAIL^ABLE IN VT-ERIC SET. 

FRir 



JOB GUIOE-31 

DIVISION OF PLANNING AND RESEARCH^ 
^ LABOR AND INDUSTRY BUILDING, P. 0. 
BOX 3?9, TRENTON, NEW JERSEY 08625 
( FREE , UPON RCOUEST) 
PUB PATE - 

DESCRIPTORS - ♦COMPUt^R SCIENCE 
education; job TRAINING^ 
♦OCCUPATIONAL INFORM AT/oN; 
♦ EMPLOYMENT OPPORTUNI TIES 
OCCUPATIONAL GUIDANCE; VOCATIONAL 
C0UNSE.LING8 EDUCATIONAL' NEEDS; 
♦INFORMATION SOURCES; ♦COMPUTER' 
PROGRAMS " 

IDENTIFIERS - NEW JERSEY 

ABSTRACT - PREPARED BY THE STATE 
DEPARTMENT OF LABOR, THIS GWIDE IS 
ONE IN A SERIES DESIGNED TO PROVIDE 
JfB INFORMATION RELATED 
SPECIFICALLY TO NEW JERSEY. THIS 
PARTICULAR GUIDE CONCERNS COMPUTER 
PROGRAMMING. AN INTRODUCTION 
PROVIDING BACKGROUND IS FOLLOWED BY 
INFORMATION ON: (D'thE NATURE OF 
THE .WORK, (2) RELATED OCCUPATIONS, 
(3) WHERE THESE PEOPLE ARE 
EMPLOYED, 14) PHYSICAL AND MENTAL 
REQUIREMENTS, (5) WORKING 
CONDITIONS, (6) WAGES, HOURS, ANDj 
BLNEFITS, (7) COSTS OF EDUCATION,* 

(8) OPPORTUNITIES FOR ADVANCEMENT, 

(9) ORGANIZATIONS AND (10) THE 
FUTURE OUTLOOK. A BRIEF STATEMENT 
EXPLAINING HOW TO BECOME A 
PROGRAMMER INCLUDING INFORMATION 
REGARDING COLLEGES, BUSINESS 
SCHOOLS, AND TECHNICAL INSTITUTES 
IS GIVEN. SOURCES FOR ADDITIONAL 
INFORMATION ARE LISTED. fGEB)| 

VT 014 054 ' 

^^nrPVERAL OFFICE CLERK. 

\ 

NEW JERSEY STATE DEPT. OF J.ABOR AND 
INDUSTRY, TRENTON. 
DEPARTMENT OF LABOR, WASHINGTON, 
D.C. 

MF AVAILABLE IN VT-ERIC SET. 
JOB GUIDP-61 . 

DIVISION OF PLANNING AND RESEARCH, 
LABOR AND INDUSTRY BUILDING, P. 0. 
BOX 359, TRENTON, NEW JERSEY 08625 
(FREE, UPON REQUEST) 
PUB DATE - 0CT69 20P. . 



DESCRIPTORS - ♦BUSINESS EOUCAT 
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JOfc TRAINING; ♦OCCWtIONAL 
GUIDANCE; VOCATIONAL COUNSELING;^ 
EDUCATIONAL NEEDS; INFORMATION / 
SOUllCES; ♦CURICAL WORKERS; »OfFICE 
OCCUPATIONS EDUCATION; ^ 
♦OCCUPATIONAL 1-NF-ORMATION 
IPEN^TIFIERS - NtW JERSEY 
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AtSTRACT - PREPARED BY THE ST 
DEPARTMENT OF LABOR t THIS GUI 
Or^E IN A SERIES DESIGNED TO P 
JOB INFORMATION RELATED 
SPECIFICALLY TO NEW JERSEY. T 
PARTICULAR GUIDE CONCERNS THE 
GtNtRAL OFFICE CLERK. AN 
INTRODUCTION PROVIDING BACKGR 
IS FOLLOWED BY INFORMATION ON 
THE NATURE OF THE WORK, 12) R 
OCCUPATIONS, 13) WHERE THESE. 
ARE EMPLOYED, 14) PHYSICAL AN 
MENTAL REQUIREMENTS, lb) WOI^K 
CONOITIOlMS, (^6) WAGES, HOURS 
BEN&FITS* <7> COSTS OF, E DUCAT 

(8) OPPORTUNITIES FOR ADVANCE 

(9) ORGANIZATIONS AND tlO) TH 
FUTURE OUTLOOK. A BRIEF STATE 
EXPLAINING HOW TO BECOME A GE 
OFFICE CLEKK INCLUDING ON-THE 
TRAINING, EVENING COURSES AND 
GOVERNMENT FINANCED PROGRAMS 
GIVEN. SOURCES FOR ADDITIONAL 
INFORMATION ARE LIFTED, I 

I 

VT OlA 061 

BOOKKEEPING-MACHINE OPERATOR. 



NEW JERSEY STATE DEPT. OF LABOR AND 

INDUSTRY, TRENTON. DIV, OF 

EMPLOYMENT SECURITY. 

DEPARTMENT OF LABOR, WASHINGTON, 

D.C. 

MF AVAILABLE IN Vt-ERIC SET. 
JOB GUIDE-&1 

DIVISION OF PLANNING AND RESEARCH, 
LABOR AND INDUSJRY BUILDING, P# 0, 
BOX 359, TRENTON, NtW JERSEY 0862 5 
I FREE, UPON R to UE ST I 
PUB DATE - N0V68 15P.' 



IS 



OtSCRIPT 

♦UFFICE 

♦OCCUPAT 

*0CCUPAT 

MACHINES 

OPPORTUN 

COUNSEL I 

INFORMAT 

IDENTIFI 



ORS - *BUSINES5 EDUCATION; 

OCCUPATIONS 'EDUCATION ; 

lONAL INFORMATION; 

lONAL GUIDANCES *OFFICE 

; JOB TRAINING; EMPLOYMENT 

ITIES; VOCATIONAL 

NG; EDUCATIONAL NEEDS; 

ION SOURCES; BOOKKEEPING 

EKS - NEW JERSEY 



ABSTRACT - PREPARED BY THE STATE 
DEPARTMENT OF LABOR, THIS GUIDE IS 
ONE IN A SERIES DESIGNED TO PROVIDE 
JOB INFORMATION RELATED 
SPECIFICALLY TO NEW JERSEY. THIS 
PARTICULAR GUIDE CONCERNS THE 
BOOKKEEPING MACHINE OPERATOR. AN 
INTRODUCTION PROVIDING BACKGROUND 
IS FOLLOWED 'BY INFORMATION ON: (1) 
ThE\NATURE of THE WORK, 12) RELATED 
OCCUPATIONS, 13) WHERE THESE PEOPLE 
ARE EMPLOYED, 14) PHYSICAL AND 
MENTAL KEQUlREMENTSf t5) WORKING 
CONDIIIONSi 16) WAGESf HOURS, ANO 
BENEFITS, 17) CO^TS OF EDUCATION, 
re) . OPPORTUNITIES FOR ADVANCEMENT, ^ 
19) ORGANIZATIONS, AND 110) -THE ' 
FUTURE OUTLOOK. A BRIEF STATEMENT 
EXPLAINING HOW TO BECOME A 
aOOKKEEPING-MACHINE OPERATOR 
INCLUDING THE PRIVATE BUSINESS 
SCHOOl, PROGRAMS IS GIVEN. SOURCES 
FOR ADDITIONAL INFORMATION ARE 
LISTED. US) I 

VT 014 062 

BOOKKEEPER. ^ 

NEW JERSEY STATE DEPT. OF LAB.OR AND 

INDUSTRY, TRENTON. DIV. OF 

EMPLOYMENT SECURITY. 

DEPARTMENT OF LAbOR, WASHINGTON, 

D.C. \ W 

MF AVAILI^E IN VT-ERIC SET, 

JOB guidI^o 

DIVISION OF PLANNING ANr> RESEARCH, 
LABOR AND INDUSTRY BUILDING, P. 0. 
BOX '3-59, TRENTON, NEW JERSEY 08625 
IFREE, \JPOt\ REQUEST) 
PUB DAfe - SEP68 15P. 

DESCRIPTORS - ♦BUSINESS EDUCATION; 
♦OCCUPATIONAL INFORMATION; 
♦OCCUPATIONAL GUIDANCE; ♦pFFICE 
OCCUPATIONS EDXATION; 
♦ BOOKKEEPING; ACCOUI^TING; 
INFORMATION SOURCES; EDUCATIONAL 
NEEDS; VOCATIONAL COUNSELING; 
EMPLOYMENT OPPORTUNITIES; JOB. 
TRAINING 

IDENTIFIERS - NEW JERSEY 

ABSTRACT - PREPARED BY THE STATE 
DEPARTMENT OF LABOR, THIS GUIDE IS 
ONE IN A SERIES DESIGNED TO PROVIDE 
JOB INFORMATION RELATED 
SPECIFICALLY, TO NEW JERSEY. THIS 
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BUSINESS AND OFFICE 

! • . ■ A 
.P.AKTICULAH GUlpt CONCERNS THE 

bookkceper. an introouctidn 
Ipkoviding qack&kounp is followed by 
infohmation on: i 1) the natlme of 

THt WORK, (2-)>RtLATL0 OCCUPATIONS, 
13) WHERE THt SF PEOPLE ARE ^ 
EMPLOYED, (4) PHYSICAL AND MENTAL 
KEUUI REMENTS, i5) WORKING, 
CUNOITIONS, (6) WAGES, HOURS* AND j 
BENEFITS, 171 COSTS OF EDUCATION, y 
It) OPPORTUNITIES FOR ADyANLEMENT<^ 
19) dRGANIZATIONS , AND (10) THE 
FUTURE 0UTl66k. A BRIEF STATEME 
EXPLAINING" HOW TO B5.C0ME A • 
BOOKKEEPER INCLUDING ON-THE-JOB 
TRAINING, HIG^h' SCHOOLS, EX^NI\G 
COURSES, AND PRIVATE BUSINESS 
SCHOOLS IS GIVE^^. SOURCES FOR 
ACDIHONAL I««1^R^ATI0N ARE LISTED. 

ijs)i :r . 

t 

VT Ol/i» 154 

ATWGOD, DALE D. ;SLAATEN, DORIS . 
VOCATIONAL OFFICE FLUCATION FOR 
TOMORROW'S WORLD, A MANUAL FOR 

NORTH Dakota vocational office 

EDUCATION COORDINATORS. 

NORTH DAKOTA STATE BOARD FOR 
VOCATIONAL EypuCATION, BISMARCK. 
OFFICE <0F Eotrt-ATION <DHEW), 
WASHINGTON,, a^.C. 
MF AVAlLAB|f IN VT-ERIC SLT. 
RESEARCH CbORDINATING UNIT, STATE 
fOARP FOR VOCATIONAL EDUCATION, 
STATE OFFICE BUILDING, 900 EAST 
BOULEVARD, BISMARCK, NORTH DAKOTA 
&ei>01 (FREE) jfe 
PUB DATE - JUN71 r97P* 

DESCRIPTOHS - *BUSII^ESS EDUCATION; 
♦ OFFICfr ^iSCCUPATIONS EDUCATION; 

co6perat;ive education; ♦instructor 
cooRDiNA'toftS; resource materials; 

PROGRAM DEVELOPMENT f *CHECK LISTS; 
GUIDELINES; STUDENT PLACEMENT; 
VOCATIONAL EDUCATION; RECORDS 
(FORMS); ♦MANUALS; PROGRAM 
EVALUATION 

ABSTRACT - PREPARED BY BUSINESS 
EDUCATORS, THIS HANDBOOK WAS 
(DEVELOPED T(» SERVE THE OFFICE 
EDUCATION COORDINATOR IN TWO WAYS: 
(1) TO PROVIDF A REFERENCE HANDBOOK 
FUR THE BEGINNING COORDINATOR IN 
DEVEL0PI||6 A NEW PROGRAM. IN 
'"gr"»ERATiVE OFFICE EDUCATION, AND 

ERIC * 
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(2) TO SfRVF AS A GUIDE FdR 
REVIEWING A^D IMPROVING, EXISTING 
COOPERATIVE OFFICE EDUCATION 
PROGRAMS. THE NOTEBOOK IS DESIGNED 
IN A COLOR- COOED, LOOSE-LEAF FORMAT 
TO PROVIDE FLEXIBILITY IN UTILIZING 
THE SERIES OF CHECKLISTS AND FORMS 
WHIOI IT CONTAINS. SECTIONS OF THE 
HANlfeoOK INCLUDE: (1) PHASE 1 - 
DEVELOPMENT OF PROGRAM GOALS, (2.) 
PHASE II - DEVELOPMENT AND REVIEW 
PROCEDURES FOR NEW AND ON-GOING ; 
PROGRAMS, (3J PHASE III - 
DEVELOPMENT OF CRITERIA FOR 
SELECTION OF STUDENT-LEARNERS, f4) 
PHA3f IV - SELECTION Of STUDENT- 
LEARNERS, AND (51 PHASE V - 
DI VELOPMENT CfF CRITERIA FOR 
SELECTION OF TRAINING STATIONS. 
qiH CT IONS OF THE MANUAL 
PER#iN TO LABOR LXw REQUIREMENTS 
AND STATE BOARD OF EDUCATION FORMS 
AND REGULATIONS. ALSO INCLUDEl^' ARE 
A GLOSSARY AND A BIBLIOGRAPI 
(/fuTHOK/JS)^ 



VT 014 200 

GgiDELlNES TO 
A COOPERATIVE 
PROGRAM. 



EO 056 227 
INITIATE AMR 
VOCATIONAL ED 




PENNSYLVANIA STATE DEPT. OF 
EDUCATION, HARR4SBURG. BUREAU OF 
VOCATIONAL, TECHNICAL AND \ 
CONTINUING EDUCATION. 
EDRS PRICE MF-$0.65 HC-$3.29» 
PUB DATE - 71 83P. 

DESCRIPTORS - ♦VOCATIONAL 
EDUCATION; ♦COOPERATIVE EDUCATION; 
♦PROGRAM PLANNING; ♦PROGRAM 
DEVELOPMENT; GUIDELINES;- ♦^fANUALS; 
ADMINISTRATIVE ORGANIZATION;. 
EMPLOYMENT PRACTICES; FINANCIAL 
SUPPORT; RECORDS (FORMS); SECONDARY 
GRADES 

ABSTRACT - PREPARED BY THE STATE 
DEPARTMENT OF VOCATIONAL EDUCATION, 
THIS HANDBOOK IS FOR SC-HOOL 
ADMINISTRATORS, COORDINATORS AND 
TEACHERS TO USE IN PLANNING, 
ESTABLISHING AND CONDUCTING 
COOPERATIVE VOCATIONAL EDUCATION 
PROGRAMS. THE BASIC PURPOSE OF THE 
COOPERATIVE PROGRAM IS TO PROVIDE 
OCCUPATIONAL TRAINING THROUGH THE 
USE OF BUSINESS AND INDUSTRIAL 
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CONCERNS. PKOBLtM^ COrJ^NECTEl) WITH 
SUCH A PkOGKAM INCLUDE: (1) PROGRAM 
ORGANIZATION AND ESTABLISHMENT, (2) 
PROGRAM GUIDELINLS, (3) LAW, RULES,. 
AND REGULATIONS FOR EMPLOYMENT, (A) 
ADMINISTRATION AND SUPERVISION, (5) 
FINANCING THE PROGRAM, AND 16) 
EVALUAJION. INFORMATION CONCERNING 
PROCEDUKES AND SAMPLE FORMS IS 
APPENDFD^ (Gf B) ' 

VT 014 262 

IMPROVING CLLRItAL OFFICE SKIcLS. A 
SUGGtSTED ADULT bUSINESS EDUCATION 
COURSE. f ^ 

NEW YORK STATE FD<UCATION DEPT., 
ALBANY. bUREAU OF CONTINUING / 
EDUCATION CURRICULUM DEVt LOPMtNT, 
MF AVAILABLE IN VT-FRIC SET. V 
PUBLICATIONS DISTRIBUTION UNIT, THE 
STATE EDUCATION DEPARTMENT, ALBANY, 
NEW YORK 1222A 
PUB DATE - 7l^^^^2P. 

DESCRIPTORS - ^ADULT EDUCATION; 
♦OFFICE OCCUPATIONS EDUCAIION; 
♦ CLERICAL WORKERS; *BUSIN,ESS 
EDUCATION; INSTRUCTIONAL MATERIALS; 
RESOURCE MATFRIALS;, *TEACHING 
GUIDES; EDUCATIONAL OBJECTIVES;, 
TEACHING TECHNIQUES; COURSE CONTENT 



OCCUPATIONAL-VOCATIONAL EDUCATION 
AND WORK-STUDY PROGRAMS. ' 



abstract - prepared w 
assistance of an advi 
committee, this teach 
developed for use in 
.Clerical education pr 
arranged in outline f 
lesso.ns treat such to 
grammar and language 
spelling, ( 3) vocabul 
improvement, (4) read 
comprehension, (5) of 
mathematics, (6) fili 
telephone techniuues, 

MACHINES, (9) TtCHNIt) 
FINDING EMPLOYMENT, A 
TAKE A CIVIL SERVICE 
EACH OF THE 2-H0)aRi LE 
INCLUDE CONTENT OUTLI 
DETAILS AND TEACHING 
EDUCATIONAL OBJECTIVE 
RECOMMENDED AS A PRE- 
< JS>f 
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DELAWARE STATE DEPT 
INSTRUCTION, DOVER, 
EDUCATION. 

MF AVAILABLE IN. VT-ERIC 
COVEP-I 



OF PUBLIC 

Div, OF Career 



SET 



PUB DATE - 15SEP70 
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DESCRIPTORS - "^VOCATIONAL 
EDUCATION-; ♦COOPERATIVE EDUCATION; 
♦PROGRAM DEVELOPMENT; ♦GUIDELINES; 
PROGRAM IMPROVEMENT; ♦WORK STUDY 
PROGRAMS; PROQUAM ADMINISTRATION; 
CHILD LABOR >.AWS; RESOUBAE 
MATERIALS; SCHOOL INDU^jPY 
RELAI 'ONSHIP; VOCATIONAL* COUNSELING 



ABSTRACT 
FNCOURAGE 
ADDITIONA 
AND WORK- 
GUIDELINE 
ADMINISTR 
COUNSELOR 
INFORMATI 
EDUCATION 
SUCH AS: 
EDUCATION 
EMPLOYER 
ROLE, (4) 
AND (b) C 
INFORMATI 
PROGRAMS 
STUDENT M 
1»»ARTICIPA 
HOURS AND 
SUPERVISI 
APPENDIX 
MATERIALS 
TRAINING 
FOLLOW-UP 
REPORTS. 
PROVISION 
STANDARDS 
DOCUMENT. 



- IN /tN EFFORT TO ^ 
THE DEVELOPMENT OF 
L COOPFRATIVE EDUCATION 
STUDY PROGRAMS, THESE 
S WERE PREPARED FOR USE BY 
ATORS, COORDINATORS, 
S, AND TEACHERS, 
ON CONCERNING COOPfRATIVE 

PROGRAMS COVER TOPICS 
(1 ) WHERE COOPERATIVE 

PROGRAMS MAY BE USED, .C2) 
BENEFITS, ( 3)^INDUSTRY»S 
STUDENT TRANSPORTATION, 
HILD LABOR LAWS. " , 

ON PROVIDED. ON WORK-STUDY 
includes; (I) TYPE OF WORK 
AY PERFORM, (2) STUDENT 
TION, (3) LIMITATIONS- 
COMPENSATION, AND (4) 
ON AND COORDINATION. THE 
PROVIDES RESOURCE 

SUCH AS FORMS FOR 
AGREEMENTS, EMPLOYER 
, AND EMPLOYER AND STUDENT 
A GUIDE TO CHILD LABOR^ 
S OF THE FAIR LABOR 
ACT IS BOUND WITHIN THE 
(JS)| 
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VT 014 345 

JAMESON, ANNE H. 

SUGGESTIONS FOR A PLAN OF ROTATION 
FOR OFFICE PRACTICE. TEACHERS* 
MANUAL. 

SOUTH CAROLINA STATE DEPT. OF 
EDUCATION, COLUMBIA, OFFICE 
OCCUPATIONS SECTION, ;Ct.EMSON UNIV,, 
S.C. VOCATIONAL EDUCATION MEDIA 
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MF AVAILABLb^ IN VT-tRIC SIT. 

OCATIONAL tDUCATION MCDIA CENTER t 
ClEMSON UNIVERSITY, CLEMSON, SOUTH 
CAROLINA (SI. 00) 
PUB DATE - 71 45P. 



DESCRIPTORS - *BUSINESS E[)UCATION; 
♦ OI-flCE PRACTICE; ♦OFFICE 

OCCUPATIONS education; ♦manuals; 

SLCONOAKY EDUCATION; AREA 
VOCATIONAL SCHOOLS; ♦ROTATION 
PLANS; RESOURCE MATERIALS; 
EDUCATIONAL PLANNING; EDUCATIONAL 
OBJECTIVES 



ABSTRACT - Dfc 
SCHOOL OFUCE 
THIS MANuIr D 
ROTATING STUD 
OF CLASSROOM 
A VOCATIONAL 
PROGRAM* THE 
SECTIONS on: 
FOR 'the rot AT 
EOUIPMENT, (3 
PtRSONNEL* (3 
|PKEPAKATIUN 0 
(6) PROJECT I 
(ilVEN TO STUD 
EXERCISES FOK 



VELOPED BY A HIG 
PRACTICE TEACHE 
ESCRIBES A PLAN 
tNT-S THROUGH A S 
EXPERIENCES. USE 
BUSINESS EDUCATI 
MANUAL INCLUDES 
(II GENERAL OBJE 
ION UNIT OF WORK 
) SUPPLIES* (A) 
) SUGGESTIONS FO 
F THE ROTATION C 
NSTRUCTIONS TO B 
ENTSt AND (7) XJP 
FOLLOW-UP. IJSK 
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VT 014 349 

NFWSOHE. HAROLD J.* AND OTHERS 
FILING — THE KEY TO BETTER 
ORGANIZATION FOR TEACHING MARKETING 
AND DISTRIBUTION. 

SOUTH CAROLINA STATE DEPT. OF 
EDUCATION, COLUMBIA. DISTRIBUTIVE 
EDUCATION SECTION. ;CLEMSON UNIV., 
iS.C. VOCATIONAL EDUCATION MEDIA 
CENTER. 

MF AVAlLABtE IN VT-FRIC SLT. 
VOCATIONAL EDUCATION MEDIA CENTER, 
C*.EMSON UNIVERSITY, CLEMSON, SOUTH 
CAROLINA 29631 (S5.00) 
PUB DATE ~ 70 70P. 

OESCBIPTORS - ♦DISTRIBUTIVE 
EDUflPlii: RESOURCE H^ERIALS; 
♦FILING; INFORMATION SYSTEMS; , 
♦INFORMATION STORAGE; ♦INFORMATION 
RtTRIfcVAL; ♦organization; INDEXING 

ABSTRACT - USEFUL IN ORGANIZING AND 
RETRIEVING TEACHER MATERIALS, THIS 
■»^''KAGE PROVIDES INFORMATION UN A 
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DISTRIBUTIVE EDUCATION <Df> FILE 
INDFX. THE INDEX IS BASED ON A 
NUMERICAL SYSTEM OF 1000 AND 
INCLUDES 16 MAJOR SECTIONS AMONG 
WHICH ARE: <1) 000 ADMINISTRATION, 
(2) 100 DECA, (3) 200 RECORDS AND 
ORIENTATION, (A) 300 SALESMANSHIP, 
(5) 700 MERCHANDISING, (6) 750 
PRODUCT INFORMATIONf AND (7) 850 
LOCATION AND LAYOUt. ALSO INCLUDED 
ARE INSTRUCTIONS FOR USING THE' 
INDEX AND SHEETS OF FILE FOLDER 
LABELS. 1 JS) I 
-% 

• VT 014 362 
EVANS^ BENNIE N. , COMP. 
ALMOST THREE DOZEN BULLETIN BOARD 
IDEAS FOR BUSINESS EDUCATION. 

MISSISSIPPI RESEARCH COORDINATING 
UNIT FOR VOCATIONAL-TECHNICAL 
EDUCATION, STATE 

COLLEGE.;MISSISSIPPI STATE DEPT. OF 
EDUCATION, JACKSON. DIV. OF 
VOCATIONAL AND TECHNICAL EOUCAT|pi. 
MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - 71 39P. 

DESCRIPTORS - ♦BUSINESS EDUCATlO^i; 
♦RESOURCE MATERIALS; INSTRUCTIONAL 
MATERIALS; ♦BULLETIN BOARDS; 
♦manuals; ♦OFFICE OCCUPATIONS 
EDUCATION;^ TYPEWRITING; 
STENOGRAPHY; DATA PROCESSING; 
BOOKKEEPING; TEACHER EDUCATION 

ABSTRACT - DEVELOPED BY PROSPECTIVE 
BUSINESS EDUCATION TEACHERS, THIS 
DOCUMENT PRESENTS BULLETIN BOARD 
IDEAS FORT USE IN: 111 TYPEWRITING, 
(2) SHORTHAND, C3) BOOKKEEPING, (4| 
FILING, (5) DATA PROCESSING, 16) 
STUDENT TEACHING, AND C7) RELATED 
COURSES.. EACH BULLETIN BOARD IDEA 
IS PRESENTED GRAPHICALLY AND 
INCLUDES A STATEMENT OF PURPOSE AND 
ALIST OF MATERIALS NEEDED FOR 
CONSTRUCTION. {JS)\ 

VT 014 390 

JARRELL, DAISY R., COMP. 
START GETTING THAT JOB NOW; A 
VOCATIONAL. GUIDANCE HANDBOOK, 
APPENDIX Z TO ANNUAL INTERIM 
REPORT. 

MEMPHIS CITY SCHOOL SYSTEM, 
TENN. ; MEM PHIS COMMUNITY LEARNING 
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LAB., TENN* 

OFFICe OF- fcDUCATlON IDHEW), 
WASHINGTON* C'.C. 
MF AVAILABLE INVT-ERIC StT. 
PUB DATE - NO 31 P. 

DIESCklPTORS - *VOCATIONAL 
COU>>SfcLlNG; ♦OCCUPATIONAL 
INFORMATION; •MANUALS; RESOURCE 
MATERIALS; ♦OCCUPATIONAL GUIDANCE; 
EMPLOYMENT INTERVIEWS; EMPLOYMENT 
QUALIFICATIONS; ♦JOB APPLICATION 



BASEL 
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TAKEN FROM THE "YOU AND YOUR JOB 
SERIES", THIS GUIDANCE HANDBOOK WAS 
PREPARED TO ASSIST STUDENTS IN 
UNDERSTANDING THE EMPLOYMENT 
PROCESS AND THE KOLE OF AN 
EMPLOYEE. THE HANDBOOK IS WRITTEN 
IN CLEAR, COr^ClSE LANGUAGE AND 
COVERS TOPICS SUCH AS: il) SOME 
INFORMATION ON JOB FIELDS AND THEIR 
FUTURE, (2) LtARNING JOB SKILLS, 
f3| HOW YOU SHOULD LOOK, (4 J 
GtTTING THERE, ib) WORDS AND 
PHRASES TO KNOW, (6) SAMPLE 
APPLICATION BLANK, (7) THE 
INTERVIEW, IB) GETTING ALONG WITH 
The boss, (9) UNIONS AN^ YOU, AND 
(10) YOU AND YOURSELF. DFVElOPED AS 
APPENDIX Z TO AN ANNUAL INTERIM 
REPORT, THE HANDBOOK ALSO INCLUDES 
A SAMPLE APPLICATION BLANK. RFLATED 
DOCUMENTS ARE AVAILABLE AS VT 014 
391 AND VT 014 392 (ALSO IN THIS 
ISSUE), AND VT 014 388 AND VT 014 
389 (IN ARM VOL. 5, NO. 3). ( JS 1 1 

VT 01^ 392 

THE GENEKAb CO-OP CURRICULUM FOR 
JUNIOR AND SENIOR HIGH SCHOOLS. 
COURSE OF STUDY OF GENERAL 
COOPERATIVE EDUCATION. APPENDIX Y 
TO ANNUA INTERIM REPORT. ' • 

MEMPHIS CITY SCHOOL SYSTEM, TENN. 

DIV. OF VOCATIONAL EDUCATION. 

OFFICE OF EDUCATION (DHEW), 

WASHINGTON, D.C. 

MF AVAILABLE IN VT-ERIC SET. 

0£C-O-70-5181> 

PUB DATE - JAN71 ?11P. 

DESCRIPTORS - ♦COOPERATIVE 
EDUCATION; ♦OCCUPATIONAL 
INFORMATION; CAREER. PLANN ING; 
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ABSTRACT - DEVELOPED AS PART OF THE 
JUNIOR AND SENIOR HIGH PHASES OP 
THE SPAN PROJECT (SYSTEMS PROGRAM 
APPROACHING NON-UNEMPLOYMENT OF 
VOCATIONAL STUDENTS), THIS 
CURRICULUM GUIDE' WAS PREPARED TO 
AID THE TEACHER-COORDINATOR IN 
PRESENTING GENERAL EMPLOYMENT 
INFORMATION. ARRANGED IN EIGHT 
UNITS INFORMATION IS PROVIDED ON: 
(1) ORIENTATION TO COOPERATIVE 
EDUCATION, (2> GETTING THAT JOB, 
(3) YOU AND YOUR ATTITUDE, (4) 
GENERAL SAFETY, 15) ORGANIZATIONS 
FOR LABOR AND MANAGEMENT, (6) TAXES 
AND SOCIAL SECURITY, (7) USING YOUR 
MONEY WISELY, AND (8) YOU AND YOUR 
CAREER. ALSO INCLUDED ARE GENERAL 
OBJECTIVES, REFERENCES, A COURSE 
OUTLINE, AND A MESSAGE TO THE 
STUDENT. THE APPENDIX INCLUDES A 
LESSON PLAN FORM AND A STUDENT 
EVALUATION FORM. THIS COlOR-CODED 
GUIDE WAS FIELD TESTED DURING THE 
SECOND SEMESTER Of, THE 1970-71 
SCHOOL YEAR. RELATED DOCUMENTS ARE 
AVAILABLE AS VT 014 391 AND VT 014 
390 (ALSO IN THIS ISSUE) AND VT 014 
388 AND VT 014 389 (IN ARM VOL. 5 
NO. 3)". (JSM 
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ABSTRACT - THIS INVENTORY OF 
PROGRAMED INSTRUCTIONAL MATERIALS 
USEFUL IN BUSINESS EDUCATION 
SETTINGS WAS DEVELOPED SPECIFICALLY 
FUR THE BUSINESS EDUCATION LEARNING 
SYSTEM IBELS>t AND IS DIVIDED INTO 
SECTIONS on: (1) SOFTWAREt <2 ) 
SOFTWARE WITH ACCOMPANYING 
ARDwAREt AND (3) HARDWARE. ITEMS 
N THE SOFTWARE INVENTORY ARE 
ARRANGED BY bUS^INESS SUBJECT AREAS 
AND INCLUDE TAPES AND PROGRAMED 
TEXTBOOKS. THE SECOND SECTION 
INCLUDES INSTRUCTIONAL MEDIA SUCH 
AS A 30-LESSON FILMSTRIP SERIES ON 
ENGLISH-COMMUNICATION SKILLS WHICH 
IS ACCOMPANIED BY A TT-33 PROGRAMED 
PROJECTOR, LISTED IN THE HARDWARE 
SECTION ARE SUCH ITEMS /»S A: 11) 
PACEKLCORDEK AND PACERt (2) 
CASSETTE PLAYERt (3) CASSETTE 
LISTENING CENTER t PORT-A- 
CARRE Lt 15) AUDIO-TUTORIAL EARNING 
CiNTERf AND -(6) CUSTOM ELECTRONIC 
CLASS/OOM. PRICE AND AVAILABILITY 
INFORMATION ARE PROVIDED FOR EACH 
ITEM IN THE INVENTORY. A RELATED 
POGUMENT IS AVAILABLE AS VT 014 414 
I ARM VOL. 5f NO. 3). (JS) 
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ABSTRACT - PRFPARED FOR THe 
COMMUNITY UNIT SCHOOLS, THIS 
DOCOMENT CONTAINS OUTLINES FOR 
^BUSINESS EDUCATION, HOME ECONOMICS', 
INDUSTRIAL ARTS, DIVERSIFIED 
OCCUPATIONS, AND AGRICULTURAL 
EDUCATION COURSES. UNDER BUSINESS 
EDUCATION, SPECIFIC OBJECTIVES ARE/ 
STATED FOR: (1) OFFICE OCCUPATlOMSt 
(2) SHORTHAND I AND II,- 13) / 
DISTRIIJUTIVE EDUCATION, (4) / 
OCCUPATIONS, (5) BOOKKEEPING, (^) 
CONSUMER PROBLEMS, <7) TYPING i\aND 
II* (8) BUSINESS MAOIINES, (9) 
OFFICE PRACTICE, <10) GENERAL 
BUSINESS, (11) JUNIOR HIGH TYPING, 
AND (12) CLERICAL RECORD KEEPING. 
FOR HOME ECONOMICS, A CCiURSE 
DESCRIPTION, METHOD OF EVALUATION, 
GENERAL OBJECTIVES, AND COURSE 
OUTLINE ARE GIVEN FOR COURSES 
OFFERED IN GRADES 7 THROUGH 12. 
INDUSTRIAL ARTS COURSES OUTLINED 
INCLUDE: (1) GENERAL WOODS I, (2) 
POWER MECHANICS, AND (3) CABINET 
MAKING. LISTS OF POSSIBLE 
OCCUPATIONS AND SUGGESTED RELATED 
MATERIAL ARE PROVIDED FOR THE 
DIVERSIFIED OCCUPATIONS COURSE* THE 
AGRICULTURE CURRICULUM OUTLINE 
INCLUDES: (1) ^||CHANICAL DRAWING, 
(2) ARCHITECTURAL DRAWING, (3) 
ELECTRICITY-ELECTRONICS i* <4 ) 
AGRICULTURE OCCUPATIONS I THROUGH 
IV, AND (3) AN ADULT PROGRAM IN 
AGRICULTURE. ( GEB ) | 
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E DUCATION; 01 SJ KI BUTI VE El'UCA 71 ON J 
SfcCQNOARY EDUCATIONS tOUC AT lONAL 
OBJbCtlVfrS; COURSE OBJECT IVES 

T EW/t T^NG ; .accounting; j 

STENOGKi^PHYs'jbUSINESS ENGLISH;- 
♦ KE$OURjdE Ufj^lTS. ' , 

ABSTHAlCf' VTHIS DOCUMENT flUlLINES 

THE couksts WHICH represent; the 

BUSINESS EDUCATION CURRICULUM AT 
^SpKOMO.HIGH SCHOOL. IN ADDLTION TO 
OUTLINING SUSJECT MATTERS JHE GUIDE 
IDENTIFIES ;rj?XTBOOKS US ED^f COUR St 
Ot4jECTIVES»^»XOURSE CREDITV' 
'PKEKEUUISLtESt COURSE KtWUIKEMENTS 
AND KEFEKENtf MATERIALS. COURSES 
OUTLINED INCLUDlc (1) StJOKKEEPING 
I* lit III, IV, (2) BUSINESS 
ARITHMETIC, (3) BUSINESS ENGLISH, 
(4) CLERICAL PRACTICE I AND II, (5) 
GENERAL BUSINESS I AND II, (6) 
SHORTHAND I, II, III, (7) TYPING I, 
II,' III, IV, AND (8) INTRODUCTION 
TO Data PROCf:SSlNG. CURRICULUHS ARE 
ALSO SUGGESTED FOR THE STENOGRAPHIC 
STUDENT, THE CLERICAL STUDENT, THE 
BOOKKEEPING STUDENT, AND THE 
DISTRIBUTIVE EDUCATION STUDENT. 

IJSH 

VT 014. 503 J 

PHERtOUISITES AND BEHAVIORAL 
OBJECTIVES FOR COURSES TAUGHT AT 
GARFIELD HIGH SCHOOL. 

GARFIELD HIGH SCHOOL. 

MF AVAILABLE IN VT-ERIC SET. 

PUB DATE - ND 4l6P. 



SALEABLE SKUL AND/OR THOSE 
PERFORMANCE OBJECTIVES NECESSARY 
FOR COLLEGE ENTRANCE AND SUCCESS. 
THIS MANUAL PRESENTS THE 
PREREQUISITES AMD BEHAVIORAL 
OBJECTIVES FOR EACH COURSE TAUGHT 
AT GARFIELD HIGH. COURSES OUTLINES 
ARE: (1) LANGUAGE ARTS, INCLUDING < 
DRAMA, MINORITIES LITERATURE, 
NEWSWRITING, DEBATE, HUMANITIES, 
AND WRITING LAB, (2) FOREIGN 
LANGUAGES, (3) MUSIC, INCLUDING 
AFRICAN-AMERICAN AND INSTRUMENTAL 
MUSIC, (4) ART, INCLUDING FASHION^ 
ILLUSTRATION, TEXTILES, 
PHOTOGRAPbl.Y, CERAMICS AND JEWELRY, 
(5)^USiNES$ EDUCATION, INCLUDING 
BUSINESS ARITHMETIC AND, ENGLISH, 
ACCOUNTING, TYPING, OFFICE 
PRACTICE, BUSINESS LAW, SHORTHAND, 
AND RETAILING, 1*6) HOME AND PAMlL^Tfr t 
LIVING, INCLUDING MEAL AND CLOTMING; 
MANAGEMENT, HOME FURNISHING,. HUMiPF 
DEVELOPMENT AND CONSUMER ECONOMICS;* 
(7) MATHEMATICS, ALL AREAS, (8) *; 
IfJDUSTRIAL ARTS, INCLUDING • * ' 

WOODWORKING, ELECTRICITY, TECHNICAL 
DRAWING, AND AUTOMOTIVE 
APPLICATION, (9) SCIENCE, INCLUDING 
BIOLOGY, CHEMISTRY, AND PHYSICS, 

(10) CAREER OPPORTUNITIES PROGRAM, 
INCLUDING COSMETOLOGY, DRY 
CLEANING, AND HEALTH OCCUPATIONS, 

(11) SOCIAL STUDIES, AND (12) 
PHYSICAL EDUCATIONt ADDITIONAL 
PERTINENT INFORMATION SUCH AS 
COURSE PROCEDURES, UNITSf TASKS, 
AND MATERIALS ARE APPENDED. IAW» 
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ABSTRACT - THE MAIN OBJECTIVES Of 
THE-ttARFIELD tli^H SCHOOL 
EDUCATIONAL PROGRAM ARE TO PREPARE 
THE GRADUATE FOR EFFECTIVE 
CITIZENSHIP THROUGH GENERAL 
EtHJCATION AND TO PROVIDE F#1 WITH A 
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MAT6KIALS; *MA7HbHATICAL CONCEPTS; 
.^VOCATIONAL lducation; 
)*INSTRUCT10NAL MATFklALS; 

♦WORKBOOKS; 5TUDY GUIDFS; TF ACHING 

GUIDES; ♦EDUCATIONAL OBJECTIVl-S; 

TEXTBOOK ASSIGNMlNtS; 

IKDWIDUALIZtU INSTKUCTIOH; TESTS; 

ANSWER KtYS; HANDICAPPED STUDENTS 

ABSTRACT - PREPARED DURING A 
TRAINING INSTITUTE FOR TEACHERS OF 
THE HANDICAPPJD, THIS WORKBOOK WAS 
DESIGNED FOR STUDENTS AND 
INSTRUCTORS HE VOCATIONAL MATH 
COURSES. .CONTENTS IfCLUDL 22 UNITS 
UNDER THE TOPICS: (1) WHOLE NUMBER 
tCiNCEPTSt (21 FRACTION C0NCfc1>TS, 
C3) DECIMAL CONCEPTS, AND (4) 
SPECIAL CONCEPTS. EACH UNIT, 
CONTAINS STATED TERMINAL 
OBJECTIVES, SPECIFIC OBJECTIVES, 
SUGGESTED ACTIVITIES, INSTKXymiL 
MATERIAL, INFORMATION SHEETS, T~ 1 
ASSIGNMENT SHEETS, ANSWERS TO . 
ASSIGNMENT SHEETS, TESTS, AND 
ANSWERS TO THE TESTS. LISTS OF MATH 
SKILL LEVELS, BASIC MATHEMATICS 
ICONCEPTS, SUGGESTED REFERENtC-S FOR 
MATH SKILL, AND OBJECTIVES FOR 
OTHER UNITS ARE APPENDED. (GfcB)| 
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♦OFFICE PRACTICE; OFFICE 
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SUBJECTS; GRADE 12; ♦OFFICE 
MACHINES; ♦BUSINESS SKILLS 

AbSTRACT - THIS GUIDE IS. INTENDED 
kPKlMARlLV TO AID TWELFTH GRADE 
'students in developing the POSITIVE 
CHAIIACTER TRAITS AND BASIC 
VOCATIONAL SKILLS NEEDED FDR ENTRY 
LEVEL OFFICE WORK FOLLOWING KI6H ' 
<d ~)Dl, GRADUATION. CONTENT IS 
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DIVIDED INTO 15 UNITS, INCLUDING: ' 

( 1 ) USING SECTIETARI A L EOUIPHtNT t 

(2) BUSINESS COMMUNICATION SKILLS 
AND SERVICES, (3) BUSINESS \ 
DOCUMENTS, (4) RECORDKEEPING, (5)-- 
FILING AND USE OF PRACTICE SETSt 
(6) BUSINESS MACHINE ORIENTATION 
AND SKILL DEVELOPMENT* <7) TRAVEL 
AND TRANSPORTATION, AND (8) JOB 
FINDING AND SUCCESS. SUGGESTIONS 
ARE GIVEN FOR PRESENTING THE 
MATERIAL, TIME SCHEDULING, AND 
EVALUATION, FOLLOWED BY LISTINGS OF 
RFWUIRED OR RECOMMENDED CLASSROOM 
EQUIPMENT AND INSTRUCTIONAL 
MATERIALS, INCLUDING BOOKS, 
WORKBOOKS, REFERENCES, AND AUDIO- „ 
VISUAL AIDS, THE SUGGESTED CONTENT 
ORGANIZATIOrg IS KFYED TO THE 
REQUIRED TEXT, "APPLIED SECRETARIAL 
PRACTICE," FIFTH EDITION, AVAILABLE 
FROM THE GREGG PUBLISHING CO., 
MCGRAW-HILL BOOK COMPANY, NEW YORK. 

( AW)i 
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VOCATIONAL INSTRUCTIONAL MATERIALS 
FOR OFFICE OCCUPATIONS AVAILABLE 
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WASHINGTON, D.C. 
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DISADVANTAGED GROUPS; TEACHER 
education; OFFICE OCCUPATIONS; 
♦FEDERAL GOVERNMENT; BUSINESS 
EDUCATION 

IDENTIFIERS - ♦FEDERAL AGENCIES 

ABSTRACT - THIS ANNOTATED 
BIBLIOGRAPHY LISTS CURRICULUM 
MATERIALS FOR OFFICE OCCUPATIONS 
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fclUCAlION WHICH WEKf PKODUCtD BV 
FbOtRAL AGtNCIES AND ARE 
APPROPRIATE f-()R THESF SUBJECT 
MATTER"ARI-AS: (1) ACCOUNTING ANL 
COMPUTlNGt <2) IjATA PROCE>SlNGt (3) 
EILINGt OFFICt MACHlNESt AND 
GtNERAL OFFICE, iU) INFORMATION 
COHMUNICATION, (5) MATERIALS 
SUPPORT, PERSONNEL, TRAINING, 

AND RELATED OCCUPATIONS, (71 
SlENOORAPHlCv SECRETARIAL, AND 
RELATED OCCUPATIONS, (8) 
SUPERVISION AND ADMINISTft AT IV t 
MANAGEMENT, AND <9) TYPING AND 
RELATED OCCUPATIONS. WHERE 
POSSIBLE, THESE SUBJECT MATTER 
AREAS ARE FURTHER SUBDIVIDED INTO 
SPECIFIC OCCUPATIONAL AREAS. IN 
ADDITION TO THE OFFICE OCCUPATICWS 
ARFA, INSTRUOfXONAL MATERIALS WHICH 
MAY HAVE GENERAL APPLICATION TO ANY 
V-OCATKINAL AREA ARE CLASSIFIED INTO 
THESE CATEGORIES: (1) BASIC 
EDUCATION, (2) GUIDANCE AND 
COUNSELING, 13) TEACHER EDUCATION,. 
AND (A) DISADVANTAGEDA«ANriCAPPfeD: 
INTERNAL AND EXTERNAL. ENTRIES ARE 
ARRANGED BY TITLE Af^ INCLUDE DATE 
OF PUBLICATION, NUMBER OF PAGES, 
AUTHOR OR COKPURATE AUTHOR, BKILF 
ANNOTATION, SPECIAL ASPECTS, 
DOCUMENT CONTENTS, RELEVANT 
INSTRUCTIONAL AREAS, AND DOCUMENT 
SOURCE. AN INTRODUCTORY SECTION 
EXPLAINS THE CODING SYSTEM, 
LOCATING AND ORDERING MATERIALS, 
AND INTERPRETING CITATIONS. RELATED 
DOCUMENTS ARE AVAILABLE IN THIS 
ISSUE AS VT 014 f.42-VT 014 54 8. 
( SB ) 
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ABSTRACT - DEVELOPED BY THE CAREER 
CENTER FOR OCCUPATIONAL 
ORIENTATION, THESE MATERIALS ARE 
DESIGNED FOR STUDENT AND TEACHER 
USE IN LEARNING ABOUT SPECIFIC 
OCCUPATIONS. THIS DOCUMENT IS 
CONCERNED WITH TELEPHONE CAREERS.'- 
TOPICS INCLUDE: (1) NATURE OF WORK, 
(2) REQUIREMENTS OFf. THE JOB, 13) 
CONDITIONS OF WORK, AND (4) 
ADVANTAGES OF THE JOB. LEARNING 
ACTIVITIES AND ENRICHMENT PROJECTS 
ARE INCLUDED FOR SIX ASSIGNMENTS. A 
PRETEST AND POSTTEST, A 
BIBLIOGRAPHY, STANDARD INTERVIEW 
SHEFT, AND A GLOSSARY ARE INCLUDED. 
THE DOCUMENT IS ILLUSTRATED WITH 
LINE SKETCHES. IGEB) I 
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AND INSTRUCTION. 
PENNSYLVANIA STATE DEPT. OF 
EDUCATION, HARRISBURG. DIV. OF 
VOCATIONAL EDUCATION. 
MF AVAILABLE IN VT-ERIC SET. 
PITTSBURGH BOARD OF PUBLIC 
EDUCATION, 341 SOUTH BELLEFIELD 
STREET, PITTSBURGH, PENNSYLVANIA 
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♦BUSINESS SUBJECTS 

ABSTRACT - PART OF THE CURRICULUM^ 
DEVELOPMENT PROGRAM BEING 
INSTITUTED BY THE PROFESSIONAL 
STAFF OF THE PITTSBURGH PUBLIC 
SCHOOLS, THIS GUIDE IS DESIGNED TO 
AID TEACHERS IN PLANNING AND 
PRESENTING A 2-YEAR HIGH SCHOOL- ' 
TYPEWRITING COURSE. ARRANGED" IN A 
BEHAVIORAL FORMAT, THE GUIDE 
INCLUDES 15 INSTRUCTIONAL UNITS, 
WITH EACH UNIT BROKEN DOWN INTO ONE 
OR MORE SPECIFIC OBJECTIVES TO BE 
ACHIEVED. FOR EACH OBJECTIVE, AN 
OUTLINE PROVIDES THE DEVELOPING 
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fORE OF CONTENT KATTER TO Bf. 
ADAPTED, STUDENT LEARNIMG 
ACTIVITIES, AND .EVALUATING 
|PROCBDUkbS. UNITS INCLUDtt II) 
MACHINE PARTS, 12) KEYBOARD 
MASTfcRY, 13) COMPOSING AT- THE , 
TYPEWRITER, lA) CARE OF TYPEWRITER, 
I&) DfcVELOPMtNT OF RELATtD SKILLS, 
Ifl CENTERING, TABULATING, 
PROOFREADING, AND CORRbCTlONS , 17) 
CARBON COPIES, (8) ROUGH DRAFTS, 
I VI PREPARING STENCILS AND SPIRIT 
MASTERS AND DUPLICATING, AND (10) 
PERSONAL DATA SHEET AND EMPLOYMENT 
APPLICATION. APPENDIXES INCLUDE 
SUGGESTED GRADING SCALES, SPEED 
TtSTS, TYPEWRITER RfPAIR CHART, 
TEACHING AIDS, AUDIOVISUAL AIDS, 
*-''AND ORDERING INFORMATION, A 
BIBLIOGRAPHY IS ALSO PROVIDED . A 
RELATED DOCUMENT IS AVAILABLE AS VT 
014 571 <AIM VOL. 5, NO. 3). (AW) 
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CLERICAL. OFFICE PRACTICE. COURSE OF 
STUDY. 

PITTSBURGH BOARD OF PUBLIC 
kEDUCATION, PA'. PIV. OF CURRICULUM 
'AND INSTRUCTION. 
PENNSYLVANIA STATE DEPT. OF 
EDUCATION, HARRISBURG. DIV. OF 
VOCATIONAL EDUCATION. 
MF AVAILABLE IN VT-ERIC SET. 
PITTSBURGH BOARD OF PUBLIC 
'EDUCATION, 341 SOUTH BELLtFIELD 
STREET, PITTSBURGH, PENNSYLVANIA 
li>210 

PUB DATE - 5EP69 171P. 

DESCRIPTORS — ♦CURRICULUM GUIDES; 
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OCCUPATIONS; ^CLERICAL OCCUPATIONS; 

♦OFFICE OCCUPATIONS EDUCATION; 

♦OFFICE PRACTICE; STENOGRAPHERS; 

TYPISTS; MEDICAL ASSISTANTS; 

SECONDARY GRADES ^ 
. ICENTIFIERS - DUPLICATION 
. SPECIALISTS 

ABSTRACT - THIS CURRICULUM GUIDE 
PRESENTS A 1-YEAR PROGRAM DESIGNED 
TO PROVIDE JOB ORIENTATION AND 
^NTRY LEVEL BUSINESS SKILLS FOR 
^IGH SCHOOL STUDENTS ENROLLED IN 
STENOGRAPHIC, CLERK-TYfflST, 
DUPLICATION SPECIALIST, AND HEALTH 
OCCUPATIONS PROGRAMS. USING A 
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BEHAVIORAL FORMAT, tHF CONTENT IS 
ORGANIZED IN OUTLINE, FO||M , 
INCLUDING BASIC CON^.EPTS TO BE 
DEVELOPED, STUDENT LEARNING 
ACTIVITIES, AND EVALOaTING 
PROCEDURES FOR UNITS ON: l\} JOB 
ORIENTATION, (2) RECEPTIONIST, (3) 
TELEPHONE, (4) MAIL, (5)/wRITTEN . 
COMMUNICATION, (6) DUPL-FC AT ION, (7 
MACHINE ROTATION, (8) FILING, AND 
(9) RECORD KEEPING IN THE MEDICAL 
OFFICE. A SCOPF AND SEQtlENCE CHART 
SUGGESTIONS FOR TEACHING, BASIC 
COURSE OBJECTIVES, SUPPC^MENTARY 
AUDIO VISUAL AIDSfe,' AND A\ 
BIBLIOGRAPHY ARE ALSO PROVIDED.' 
APPENDIXES INCLU[\e. A SAMRtE 
ROTATION SCH^DULE>,.':'ESSENTIaL 
DUALITIES OF A MAU^ABLE . LETTER , 
SAFETY RULES, AND A LIST^F 
PERIODICALS. (AW)I^ . , i?? 
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TRAINING AND 

AUTOMATIC DATA PROCESSING* 
1971-72. THE ADP 'MANAGEf 
TRAINING CENTER. 

CIVIL SERVICE COMMISSION, 'f 
WASHINGTON, D.C. BUREAU OF ' 
TRAINING. fl^5 ' 

AVAILABLE IN VT-ERICSEt. 

DESCRIPTORS - ♦COURSE Dt^CRIWONS; 
♦ PROGRAM DESCRIPT/ibNS; ♦BaTA 
PROCESSING; ♦DAT^ PROCESSING 

occupations; program- cuibEt; 

♦ELECTRONIC DAT#.PftflQESSING; 
COMPUTER SCIENCE; cBT^UTER SCIENCE 
education; ADULT VOCATIONAL 
EDUCATION 

ABSTRACT - THE AUTOMATIC DATA 
PROCESSING (ADP) MANAGEMENT 
TRAINING CENTER PROViqpS PROGRAMS 
IN CONTINUING EDUCATION FOR 
GOVERNMENT EMPLOYEES IN THE FIELD 
OF DATA PROCESSING. BRIEF 
INFORMATION IS GIVEN ON THE 
BACKGROUND OF THE ADP PROGRAMS, THE 
SCOPE OF THE PROGRAMS, TRAINING AND 
SUPPORT ACTIVITIES, PARTICIPANTS 
AND FACULTY, COMPUTER SYSTEMS, 
ELIGIBILITY, AND TUITION. COURSE 
DESCRIPTIONS AND TRAINING SCHEDULES 
AND SCOUENCE GUIDES ARE PROVIDED 
for: (1) ADP'USER education, WHICH 
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PkOVIDES INTRODUCTORY COURSES IN 
ADP F-OR GOVERNMENT EMPLOYEES AT ALL 
LEVELSt AN[) MORf SPECIALIZED 
SfMINARS WHICH RELATE DATA 
PROCESSING CUNCtPlS TO SPECIFIC 
SUBJECT AREA C>I SC IPLINE S t 12) 
COMPUTER SPECIALIST TRAINING FOR 
iNblVIDUALS DIRtCTLY INVOLVFD IN 
DATA PROCESSING FUNCTIONS, WHICH 
COVERS PROGRAMING, SYSTEMS ANALYSIS 
AND DESIGN, AND OTHER SUBJECT AREAS 
CONCERNED WITH DEVELOPMENTS IN THE 
FIELD, 13) PUBLIC SERVICE CARPERS 
TRAINING, WHICH PROVlDfcS ENTRY- 
LtVtL ADH SKILLS FOR CARD PUNCH 
OPERATORS, CUMPUTER OPERATORS, 
COMPUTER fP^OGRAMER) TECHNICIANS, 
AND TECHNICAL ASSISTANTS/DATA 
PROCESSING, AND 14) ADP AUDITOR 
TRAINING, WHICH IS A CONCENTRATED 
2-WEEK COURSE COVERING BASIC ADP 
TRAINING NEEDS OF GOVERNMENT 
AUDITORS. A LIST OF REGIONAL 
TRAINING CENTERS AND A MAP OF 
REGIONS ARE ALSO INCLUDED. (AW) | 

VT 014 600 
DAVIS, E.f., JR. 

FILMS FOR Classroom teaching. 

LOUISIANA state DEPT. OF EDUCATION, 
EATON ROUGE. 

MF AVAILAbLE IN VT-ERIC S LT . 

PUB DATE - 71 71P. 

DESCRIPTORS - AUDIOVISUAL AIDS;* 
♦FILMS; FILM LIBRARIES; *TAPE 
RECORDINGS; « INSTRUCT lONA L 
MATERIALS; STATE LIBRARIES; 
REGIONAL LIBRARIES; -^CATALOGUES ; 
GENERAL EDUCATION; VOCATIONAL 
EDUCATION 

IDENTIFIERS - ♦LOUISIANA 

ABSTRACT - PREPARED BY A SUPERVISOR 
OF AUDIO VISUAL INSTRUCTION, THIS 
FILM CATALOG INCLUDES THOSE l6MM 
INSTRUCTIONAL FILMS AND TAPES 
CONTAINED IN THE LOUISIANA REGIONAL 
FILM LIBRARIES. THE TITLES ARE 
ARRANGED ALPHAS ET ICALLY . UNDER THE 
SUBJECT MATTER AREAS OF^ (1) 
AGRICULTURE, (2) ART, (V AUDIO 
VISUAL, 14) BUSINESS EDUCATION, (3) 
COMMUNICATION, <6) ENGLISH AND 
LANGUll^E ARTS, (7) ENGINEERING, (8) 
FOOD PRESERVATION, (9) GUIDANCE, 
1101 HEALTH AND PHYSICAL EDUCATION, 



(11) HOME ECONOMICS, (12) 
INDUSTRIAL ARTS, (13) LIBRARY, (14) 
MATHEMATICS, (15) MUSIC, (16) 
SAFETY EDUCATION, (17) SClENCEt 
(16) SOCIAL STUDIES, AND, (19) 
TRANSPORTATION. INSTRUCTIONS ON HOW 
TO USE THE, CATALOG, A KEY TO 
SYMBOLS AND ABBREVIATIONS, AND 
SUGGESTIONS ON USING THE FILMS ARE 
INCLUDED. (GEB)I 



VT 014 603 

ELEMENTARY 
PROGRAM. 



OCCUPATIONAL INFORMATION 



ILLINOIS COMMUNITY UNIT SCHOOL 

DISTRICT 9, GRANITE CITY. 

MF AVAILABLE IN VT-ERIC SET. 

COMMUNITY UNIT SCHOOL DISTRICT #9, 

20TH e ADAMS STREET, GRANITE CITY, 

ILLINOIS 62040 ($1.50) 

PUB DATE - ND 86P. 

DESCRIPTORS - ♦CAREER EDUCATION; 
♦TEACHING GUIDES; ♦OCCUPATIONAL 
INFORMATION; VOCATIONAL EDUCATION; 
* ♦OCCUPATIONS; ♦ELEMENTARY GRADES; 
ELEMENTARY SCHOOL CURRICULUM; 
LEARNING ACTIVITIES 
IDENTIFIERS - ♦OCCUPATIONAL 
EXPLORATION; CAREER LATTICE 

ABSTRACT - THIS GUIDE CONTAINS 
INFORMATION FOR TEACHER USB IN 
PLANING OCCUPATIONAL EXPLORATION 
ExPPrIENCES for GRADES 5-6. 
ORGANIZED INTO THREE SECTIONS ON 
THE BASIS OF GRADE LEVEL (K-2, 3-4, 
AND 5-6), EACH SECTION COtflTAINS 
OBJECTIVES, SUGGESTED LEARNING 
ACTIVITIES AND RESOURCES WITH 
EMPHASIS ON LOCAL RESOURCES, AND A 
CAREER LATTICE OF SUGGESTED . 
OCCUPATIONS IN THESE AREAS: CD 
INDUSTRY, (2) HEALTH, (3) PUBLIC 
AND PERSONAL SERVICES, 14) APPLIED 
BIOLOGY AND AGRICULTURE, (5) 
BUSINESS MARKETING AND MANAGEMENT, 
AND 16) CONSTRUCTION. THE DOCUMENT 
ALSO CONTAINS A LISTING OF 
COMMUNITY RESOURCES BY OCCUPATIONAL 
AREA, SUGGESTIONS FOR PLANNING 
FIELD TRIPS, AN ALPHABETICAL 
LISTING OF FIELD TRIPS, AND RELATED 
INSTRUCTIONAL MATERIALS. (SB) I 

VT 014 605 

EMPLOYEE IMPROVEMENT PROGRAM. 
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PEKSONALIIY DEVhLOPMENT , 
INSTRUCTOK'S GUIDE. 



ORTH CAROLINA STATE BOARD UF 
ttUCATION, HALFIGH. DIV. OF 
VOCATIONAL-TI CHNICAL PROGRAMS. 
MF AvflLABLt IN VT-ERIC StT. 
PUB DATE - ND 38P. 

DtSCklPTORS - ♦PERSONALITY 
DEVELOPMENT; WU^lAN RELATIONS; SELF 
ALTUAlIZaTION; »FMPL0YEE ATTITUDES; 
♦bUSINES^ SUBJECTS; ♦TEACHING • 
GUIDES; .INSTRUCTIONAL MATERIALS; 
REFERENCE MATFBIALS; IMPROVEMENT 
PROGRAMS; SElF EVALUATION 

ABSTRACT - D!VELOPED BY THE STATE 
BOARD OF EDUCATION, THIS IS ONE OF 
THE ELECTIVE 10-HOUR COURSES IN THE 
EMPLOYEE IMPROVEMENT PkOGRAM,. AND 
IS DESIGNED TO GIVE THE EMPLOYEE 
MOTIVATION FOR AND WAYS OF 
IMPROVING INDIVIDUAL PERSONALITY.- 
CONTENTS INCLUDE SESSIONS ENTITLED: 
(II WHAT IS PERSONALITY, (2) 
INDIVIDUAL PtRSONALITY AND RELATION 
|T0 OTHERS, (3) EMOTIONS IN RELATION 
TO PERSONALITY, (A) CONTROLLING 

kCTIONS AND ATTITUDES OF OTHERS, 
a\nD (5) SELF AND BUSINESS 

JmPROVEMENT, the material PROVIDED 

■OR EACH SESSION INCLUDES 
OBJECTIVES OF THE SESSION, SUPPLIES 
NEEDED, CONTENT, AND TEACHING 
SUGGESTIONS, A PERSONALITY 
INVENTORY. A OUIZ, A LIST OF 
PERSONALITY TRAITS MOST CUSTOMERS 
LIKE AND DISLIKE, AND SUGGESTED 
REFERENCE MATERIALS ARE INCLUDED. 
fGEB)| 



VT 01t¥ 641 

THE CURRICULUM GUIDE 
TYPING, GRADE 9. 



FOR PERSONAL 



MOUNT LEBANON SCHOOL DISTRICT, 

PITTSBURGH, PA. 

MF AVAILABLE IN VT-LRIC SET. 

MT, LEBANON SCHOOL DISTRICT, BOWER 

HILL ROAD AT MOFFETT STREFT, 

PITTSBURGH, PENNSYLVANIA 15243 

(Jl.OO) 

'PUB DATE - 70 35P. 

DISCRIPTORS - *CURRICULUM GUIDES; 
♦TYPEWRITING; GRADE 9; TYPISTS; 
'•■•^•NESS SUBJECTS; OFFICE MACHINES; 

ERIC 



♦STUDY GUIDES; ♦RESOURCE UNITS; 
♦INDEPENDENT STUDY 

ABSTRACT - THIS GUIDE IS DESIGNED 
TO AID INSTRUCTORS IN PRESENTING A 
1-SEMESTER BEGINNING TYPING COURSE 
THAT WILL ENABLE NINTH GRADE 
STUDENTS TO DEVELOP TYPING SKILLS 
FOR PERSONAL USE. CONTENTS CONSIST 
OF 15 RESOURCE UNITS SEQUENCED TO 
MAXIMIZE STUDENT SELF-DIRCCTED 
STUDY, INCLUDING: CI) BASIS FOR 
TOUCH TYPING, (21 ALPHABETIC 
KEYBOARD, (3) FIGURES AND SYMBOLSt 
(A) VERTICAL AND HORIZONTAL 
CENTERING, (b) CORRESPONDENCE, (6) 
MANUSCRIPTS, (7) TABULATION, ( B ) 
COMPOSITIOJ^I AT THE TYPEWRITER, (9» 
RELATED LEARNINGS* AND (10) MACHINE 
CARE. UNITS CONTAIN SPECIFIC 
BIHAVIORAL GOALS FOR THE LEARNER* 
.CONTENT OUTLINE, AND SUGGESTED 
LEARNING ACTIVITIES. (AW) I 

VT 014 642 ED 057 257 

ABSTRACTS OF INSTRUCTIONAL 
MATERIALS IN VOCATIONAL AND 
TECHNICAL EDUCATION AND ABSTRACTS 
OF RESEARCH AND RELATED MATERIALS 
IN VOCATIONAL AND TECHNICAL 
EDUCATION. ANNUAL INDEX 1970-71 • 

OHIO STATE UNIV., COLUMBUS. CENTER 
FOR VOCATIONAL AND TECHNICAL 
EDUCATION. 

OFFICE OF EDUCATION IDHEW), 
WASHINGTON, D.C. 

EDRS PRICE MF-»0.65^ HC-$26.32. 
CENTER FOR VOCATIONAL AND TECHNICAL 
EDUCATION, 1900 KENNY ROAD* 
COLUMBUS, OHIO 43210 (QUARTERLY, 
ONE YEAR $11.00; TWO YEARS $18.00) 
PUB DATE - ,71 701P. 

DESCRIPTORS - ♦INSTRUCTIONAL 
MATERIALS; ♦INDEXES (LOCATERS); 
♦ VOCATIONAL. EDUCATION; ♦EDUCATIONAL 
research; TECHNICAL EDUCATION; 
CLEARINGHOUSES; RESOURCE MATERIALS; 
♦BTBLIOGRAPHIFS; RESEARCH 
MATERIALS; INFORMATION STORAGE; 
INFORMATION RETRIEVAL 

ABSTRACT - THIS PUBLICATION 
PROVIDES COMBINED CUMULATIVE 
INDEXES TO THE FIVE ISSUES OF 
"ABSTRACTS OF INSTRUCTIONAL 
MATERIALS IN VOCATIONAL AND 
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TECHNICAL EDUCAIION** (AIM) AND • 
"ABSTRACTS 0^ KtSEARCH ANO RELATED, 
MATERIALS IN VOCATIONAL AND ' 
TfCMNICAL EDUCATION" (ARM) 
PUBLISHED FALL 1970-FALL 1971. 
RtSEARCHERSt SUPERVISORS, TEACHER 
eOUCATOKSt EDUCATION SPECIALISTS, 
ADMINISTRATORS, AND, TEACHERS MAY 
USf THIS DOCUMENT AS A TOOL IN 
SEARCHING BY AUTHOR OR BY SUBJECT • 
FOR MATERIALS ACQUIRED AND^,. 
PROCESSED BY THE EDUCATIONAJL 
RESOURCES INFORMATION CENTER (ERIC) 
CLEARINGHOUSE ON VOCATIONAL AND 
TECHNICAL EDUCATION. SECTIONS 
INCLUDE: (1) SUBJECl INDEX, (?) 
PERSONAL AND INSTITUTIONAL AUTHORS 
INDEX, AND (3) CONVERSION OF 
DOCUMENT NUMBER INDEX CUMULATIVE 
FOR AIM AND ARM FROM FALL 1967 
THROUGH FALL 1971. WITHIN THE FIRST 
TWO SECTIONS, MATERIALS ARE LISTED 
BY VT IDENTIFICATION f^MbFR 
INCLUDING THE TITLE, AND GIVE THE 
LOCATION OF THE FULL ABSTRACT IN 
AIMt ARM, OR IF APPLICABLL, 
••RESEARCH IN EDUCATION** (RIC). (CD) 

Vr 014 645 ED 061 413 
WRITING PERFORMANCE GOALS: STRATEGY 
AND PROTOTYPES. A MANUAL FOR 
VOCATIONAL AND TECHNICAL EDUCATORS. 

OHIO STATE UNIV., COl^UMBUS. CENTER 
FOR VOCATIONAL AND TECHNICAL 
EDUCATION. ;MCGRAW-HILL BOOK CO. t 
NEW YORK, N.Y. GREGG DIV. 
OFFICE OF EDUCATION (PHEW), 
WASHINGTON, C-*C. 
ECRS PRICE MF-$t.65 HC-$6.58. 
GREGG DIVISION, MCGRAW-HILL BOOK 
COMPANY, NEW YORK, NEW YORK 
(PRODUCT CODE # ?«f640-8, «3»60 NET) 
PUB DATE ND» * 107P. 
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EDUCATION AT THE OHIO STATE 
UNIVERSITY AND THE MCGRAW-HILL BQOI^ 
COMPANY, THIS MANUAL WAS PREPARED 
TO DEVELOP PROTOTYPES OF 
PERFORMANCE GOALS FOR USE BY 
CURRICULUM SPECIALISTS AND 
DEVELOPERS OF INSTRUCTIONAL 
MATERIALS IN VOCATIONAL AND 
TECHNICAL EDUCATION AND TO PROVIDE,, 
CONCOMITANT GUIDELINES FOR TRAINING 
WRITERS OF PERFORMANCE GOALS* THE 
DOCUMENT CONTAINS TWO SECTIONS, 
WITH THE FIRST PART MAKING UP THE 
MANUAL FOR PREPARING PERFORMANCE 
GOALS AND THE SECOND PROVIDING 
PROTOTYPES OF PERFORMANCE GOALS. 
PART I includes: (1) 
CHARACTERISTICS OF PERFORMANCE 
GOALS, (2) DEFINITION OF TERMS* 13) 
SOME QUESTIONS .ABOUT PERFORMANCE 
GOALS, (4) A SYSTEM FOR WRITING 
PERFORMANCE GOALS* (5) THE NUMBER 
OF PERFORMANCE GOALS TO BE 
PREPARED, AND (6) IMPLEMEI^TATION* 
PART II PROVIDES PROTOTYPE 
PERFORMANCE GOALS FOR VARIOUS AREAS 
OF AGRICULTURAL EDUCATION, BUSINESS 
AND DISTRIBUTIVE EDUCATION, HEALTH 
EDUCATION, HOME ECONOMICS 
EDUCATION, TECHNICAL EDUCATION, AND 
TRADE AND INDUSTRIAL EDUCATION. 
NUMEROUS CHARTS ILLUSTRATE THE 
MANUAL. (AW) 
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COMMERCIAL 



STUDIES IN SCHOOLS. 



department of education and 
science, london (england), 
document not available from eors. 
her majesty's stationery office, 49 
high molborn, london, w.c.i* 
England 

pub date - 70 63p. 



DESCRIPTORS - ♦PERFORMANCE 
CRITERIA; MANUALS; ' PERFORMANCE; 
STANDARDS; ♦EDUCATIONAL 
SPECIFICATIONS; PERFORMANCE 
SPECIFICATIONS; *EDUCATIONAL 
STRATEGIES; ♦MODELS; EDUCATIONAL 
OBjECtlVbS; ♦BEHAVIORAL OBJECTIVES; 
VOCATIONAL EDUCATION; TECHNICAL 
education; GUIDELINES 

ABSTRACT - THE RESULT OF A 
COOPtRATlVF PROJfCT OF THt CEN'TFR 
FOR VOCATIONAL AND TECHNICAL 



DESCRIPTORS - ♦BUSINESS SUBJECTS; 
♦BUSINESS EDUCATION; PAMPHLETS; 
SECONDARY GRADES; ♦COURSE 
DESCRIPTIONS; ♦FOREIGN COUNTRIES 
IDENTIFIERS - *(}R|XT BRITAIN 

ABSTRACT -t THIS PA 
THE ROL'E AND .STRJC 
COMMERCIAL COURSES 
ALL ABILITIES IN THE 
GRADES IN GREAT BRITAIN. CONTENTS 
COVER: (1) GENERAL CONSIDERATIONS* 
(2) STRUCTURE OF COMMERCE AND 
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R St/IDENTS OF 
SECONDARY 
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RlLATfD SOCIAL SCIf^CeS» (3) 
CONTMiaOTION OF £NGLISH AND HATH TO 

ICOPilfHCIAL COURSESf i^) CLERICAL 
I^UfrJECTSv (5) SUGGESTED CQUHS4; 
OUTLINES GIVING SCOPE FOR PRACTICAL 
WORK IN COMMtHClAL SUBJECTS t AND 
16) ASSFSSNENT AND VOCATIONAL 
GUIDANCE. INFORMATION ON THE 
TKAINING OF SCCONDAKY COMMERCIAL 
INSTkUCTOKSv EXAMIN/ITIUNS IN 
COMMERCIAL STJDItSf SUGGESTED 
ECUIPMENT FOR A COMMERCE 
LtPARTNi:NTf AND* A DIAGRAM TRACING 
HIGHER EDUCATION IN BUSINESS 
STUDIES ARE APPENDED. SELECTED 
REFERENCES ARE ALSO PROVIDED. THE 
PAMPHLET IS ILLUSTRATED WITH 
NUMEROUS DRAWlNGSt DIAGRAMS, AND 
PHOTGi^RAPHS. (AW) 

VT 014 662 

CURRICULUM GUIDE FOR STUDENTS WITH 
SPECIAL NFED5 IN COMMUNICATIONS. 

BELLEVUE PUBLIC SCHOOLSt NEBR* 
M^ AVAILABLE IN VT-EHIC SET. 
BELLEVUE PUBLIC SCHOOLSt DEPARTMENT 
Qi CURRICULUM AND INSTRUC tl ON .."^X^ 
bSv BELLEVUE* NEBRASKA 68005 

PUB DATE - AU&70 22P. 

DESCRIPTORS - ♦VOCATIONAL 
EDUCATION: COMMUNICATIONS: 
♦INFORMATION SCIENCE; ♦CURRICULUM 
GUIDES; ♦DISADVANTAGED YOUTH; 
SECONDARY GRADES; WRITING SKILLS; 
READING INSTRUCTION; ♦RESOURCE 
MATERIALS: OCCUPATIONAL 
INFORMATION; OCCUPATIONAL GUIDANCE 

ABSTRACT - PREPARED FOR LOCAL 
SCHOOLS* THIS CURRICULUM GUIDE IS 
FOR INSTRUCTOR USE IN TEACHING 
COMMUNICATIONS TO STUDENTS WITH 
SPECIAL NEEDS. THIS COURSE* 
DESIGNED FOR GRADE LEVELS 9-12* 
SHOULD EQUIP STUDENTS FOR 'USEFUL 
EMPLOYMENT* IT SHOULD , DEVELOP 
ABILITIES* ATTITUDES* WORK HABITS* 
AND APPRECWjSnS WHICH CONTRIBUTE 
TO A SATISFYI^AND PRODUCTIVE 
LIFE* AND CdNTRlbUTf TO STUDENTS" 
ENERAL EDUCATION NEEDS. INCLUDED 
N THE 25 UNITS* ARE TOPICS SUCH 
ASS <1) LISTENING^i| LIBRARY* (3) 
THE FRAMEWORK OF fl^TIVE 
COHMUNICATIONSt iW BECOMING A 

ERIC 
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SUCCESSFUL waRKeR**(9) PREPARING 
FOR THE WO(\LD OF WORK* (6 ) WRITir/G ' 
CRAFTSMANSHIP* <7) READING FOR 
EMP L0YM6NT AND gNJOYMENTr -«-0^ 
VERBAL COMMUNICATION* 19) V 
TELEPHONE/TELEGRAPH COMMUNICATION* 
AND 110) TURNER SERIES. EACH UNIT 
CONTAINS OBJECTIVES* SUGGESTED 
TOPJCS, AND SUGGESTED LEARNING 
ACT.IVXTIES AND RESOURCES. SUGGESTED 
SOimCES OF SPEAKERS IN THE BELLEVUE 
AREA ARE INCLUDED. IGEB)| 

VT 014 698 ED 060 197 

^CURRICULUM GUIDE FOR CLERIC/^t. 
OLCUPAIIONS. 

OREGON STATE BOARD OF EDUCATION* 
SALEM. DIV. OF COMMUNITY COLLEGES 
AND CAREER EDUCATION. 
DOCUMENT NOT AVAILABLE FROM EDRS. 
OREGON BOARD OF EDUCATION* 942 
LANCASTER DRIVE* NE * SALEM* OREGON 
97310 ($2.50) 

PUB DATE - . 71 138P. 

DESCRIPTORS - ♦BUSINESS EDUCATION; 
♦OFFICE OCCUPATIONS EDUCATION; 
♦CURRICULUM GUIDES; SECONDARY 
EDUCATION; ♦PROGRAM GUIDES; ENTRY 
WORKERS; ♦OCCUPATIONAL CLUSTERS; 
CLERICAL OCCUPATIONS; RESOURCE 
MATERIALS; GRADE 11; GRADE 12 
IDENTIFIERS - THE OREGON WAY 

ABSTRACT - OREGON IS EMBARKING ON A 
NEW APPROACH TO SECONDARY EDUCATION 
AND THIS CLERICAL OCCUPATIONS 
CURRICULUM GUIDE WAS PREPARED TO 
ASSIST CURRICULUM SPECIALISTS IN 
DEVELOPING INSTRUCTIONAL MATERIALS 
FOR GRADE 11 AND 12 VOCATIONAL 
PROGRAMS. DEVELOPED IN CONSULTATION 
WITH REPRESENTATIVES OF INDUSTRY 
AND EDUCATIONgtfHE GUIDE MAKES USE 
OF THE CLUST^HINCEPT* MANPOWER 
DATA* THE DIClWlARY OF 
OCCUPATIONAL TITLES* BEHAVIORAL 
OBJECTIVES* AND SUGGESTED LEARNING 
ACTIVITIES. INCLUDED IN TABLE 
FORMAT ARE INSTRUCTIONAL. 
SPECIFICATIONS FOR DEVELOPING ENTRY 
LEVEL SKILLS IN: II) TYPEWRITING, 
(2) RtCEPTIONiNG* (3) MAIL 
HANDLING* U) FILING* (5) MONEY 
HANDLING* (6) RECORDKEEPING* 17) 
BUSJNESS AND OFFICE MACHINES* AND 

( ar BUS I NE ss commun ic at ions • 
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INCLUnSD IN THE. APPtNDIX IS ^ 
INi^OKMATIQN ON A MODEL OFFICE t JOK 
APPLlCATlONt EOUIPMEMT NEEDS* AND 
iTATt-AOOPTtO TlXTbOQRS. US^T 

VT 014 760 

CURKICULUM GUIDE FOK BUSINESS 
ARITHMETIC* BUUKKEEPING It AND , 
ADVANCED BUOKKEFP INC. 

JOHN DICKINSON HIGH SCHOOL, • 
WILMINGTON* OEL.:THOHAS MCKEAN HIGH 
SCHOOL* WILMlNGTOr;^, DEL. 
MF AVAILABLE IN VT-ER IC SET. • 
STANTON SCHOOL DISTRICT* 1000 
LIMESTONE j<OAD, WILMINGTON, 

iPhLAWARE ]980A^ (S2.00 } 

■pub DATE - NO 43 P. * 

DESCRIPTOkS - ♦CUKKICULUM GUIDES; 

teaching guides; ♦businf'ss 
fducation; ♦business subjlcts; 
♦bookceping; •arithmetic; business 

SKILLS 

abstract - A cooperative effort of - 

Two high SCHHOLS, this GUIDE 
suggests TEACHING OUTLINES FOR 
THREE PHASES OF BUSINESS rOUCATION. 
THE BUSINESS ARITHMETIC STClION 
PROVIOfcS GENERAL ANCJ SPECIFIC 
OBJECTIVES, TEACHING TECHNIWJlS, 
STUDENT ACTIVITIIS, EVALUATION, AND 
REFERENCES FOR 13 INSTRUCTIONAL 
UNITS INCLUDING: (1) RtCORDS, (2> 
BUYING PROBLEMS AND PERSONAL 
FINANCE, (3) COMMISSIONS, 
bURROWING MONEY, (3) SAVINGS, LIFE 
INSURANCE, AND INVESTMENTS, (6) 
HOME EXPENDITURES, TRAVEL AND 
TKANSFORTAT ION, (7) TAXES, AND (8) 
SMALL BUSINES'S AND KETAILtR'S 
PROBLEMS. THE SECOND COURSE, 
BCOKKlEPIfsiG I, STRESSES THEORY AND 
APPLICATION OF THE BEST BOOKKEEPING 
PRINCIPLES IN THREF I NSTRUCTI (INAL 
UNITS entitled: THE BOOKKEEPING 
CYCLE IN ITS SIMPLEST FORM, SPECIAL 
JOURNALS AND SUBSIDIARY LEDGERS, 
AND RECORDING SPECIAL BOOKKEEPING 
TRANSACTIONS. THE SECTION INCLUDES 
COURSE OBJECTIVES, AIMS, TEACHING 
METHODOLOGY, AND EVALUATION. THE 
ADVANCED BOOKKEEPING COURSE 
INCLUDES CHAPTERS ON SUCH TOPICS 
AS; fl) JOURNALISING AND POSTING 
BUSINESS TRANSACTIONS, (2) 
DEPARTMENTAL HECOKDS* (3) PAYROLL 
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* RfCfiRDS* (41 DEPRECIATION* 
ACCRUED INCOME AND EXPENSES* (S) 
PARTNERSHIPS* AND U) CORPORATIONS. 
GtNFRAL AND SPECIFIC QSJECIlVfSt 
UACMING TFCHNIOUES* AND .STUDENT 
ACTIVITIES ARE GIVEN FOR EACH 
CHAPTER* AND TEACHING METHODOLOGY 
AND EVALUATION ARE PROVIDED FOR THE 
ENTIRE COUIi^SE. ( AWH 

VT 0i4 790 

MONSON* DOROTHY B. 

COURSE OF STUDY FOR OFFICE 

OCCUPATIONS. 

I^ST HIGH SCHOOL* SALT LAKE.ClTVt 
UTAH. 

MF A\|AILABLE IN VT-ERIC SET. 
COORDINATOR* CAREER DEVELOPMENT 
PROGRAM SALT LAKE CITY BOARD OF 
EDUCATION* 4Ab EAST FIRST SOUTH* 
SALT LAKE CITY* UTAH 84111 
PUB DATE - JUNTO 122P. 

DESCRIPTORS - CURRICULUM GUIDES; 
♦TEACHING guides; •OFFICE 

occupations education; •cooperative 
education; vocational education; 
secondary grades; *office 
occupations; office practice; 
♦business skills; business 
subjects; behavioral objectives 
identifiers - utah 

abstract - prepared. by a high 
school instructor* this course is 
part of a 3-ycar cooperative pliot 
project designed to increase the 

CnMPRfHtNSlVFNESS OF VOCATIONAL ^ 

training in large utah high schools 
and to correlate this training with 
general fducation courses such as 
english* mathematics and science, 
each of the 17 units includes a 
general curricular objective and 
one or.morf mfasurable student , 
behavioral (instructional) 
objectives, with the instructional 
objectives broken down* in outline 
form* jo provide student learning 
activities, learning materials* 
teachtr management activities, 
Evaluative procedures* and 
additional activities. units 
include: (1) job entry rfquirements 
in region and state* (?) 
typewriting proficiency on electric 
typewriters* (3) skills and 
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' CHAkACfFRISTICS Of THF ADULT 
LtAKMCR. POINTS INCLUDED IN THE 
GUIOFLINES FOK ESTABLISHIfiG ADULT 
PkOGRAMS^^KE: (1) KN^ YQUR 
CDMMUNltY, (?) ASCERTAIN OTHER 
SOUM<^S OH ADULT EDUCATION, <3I t 
UNDERTAKE A KATIONAL APPROACH TO 
INTRODUCING AN ADULT VOCATIONAL 
BUSINESS PROGRAM, AND f^) PROMOTE 
THE PROGRAM. US) 

VT 014 817 ED 061 429 

K'-li CARETR EDUCATION GUIDE. 

LAKESHORE TECHNICiL INST., 
SHEBOYGAN, WIS. 
OFUCt OF- EDUCATION (DHEW), 
WASHINGTON, D.C. 

EDRS PRICE MF tO,6?5 HC tl6.A5. 
0EG-0-71-1027O61) 

LAKESHORE TECHNICAL INSTITUTE, 3811 
MEMORIAL DRIVE, SHEBOYGAN, 



ACTIVITIES IN TYPING BUSINESS hOHH^ 
AND COMMUNICATIONS, IA) PkOFILUNCV 

*N THANSlRIPlNG IILTATION FKUM 
KANStW MNG -MACHlNfcS » < J> I 
OPERATION OF BUSINESS MACHINES, { *>) 
SKILLS AND ACTIVITHS IN 
DUPLICATING AND COPYING -MACHINES, 
17) FILING, <P| BUSINESS PAPERS AND 
RECORD KEEPING PKOChDURCS, («? ) 
PREPARING APPLICATION FORM AND 
EMPLOYMENT INTERVIEW, AND HU) 
SIMULATED OFFICE EXPERIENCE ArylT ON- 
THE-JOB Ok COOPERATIVE EXPERIENCE. 
Tf ACMERS* CHECK SHEETS, AN 
INSTRUCTIONAL CALENDAR AND JOB 
ENTRY REQUIREMENTS ARE APPENDED. 
(AW.) 

.* 

VT 014 816 

ORGANIZATION AND ADMINISTRATION OF 
ALULT VOCATIONAL BUSINESS EDUCATION 
PkOGKAMS . 

PENNSYLVANIA STATE DEPT. OF 
EDUCATION, HARRlSeURG. BUkEAU OF 
VOCATIONAL, TECHNICAL, AND 
CONTINUING EDUCATION. 
^F AVAILABLE IN VT-ERIC SET. 
|>KOGKAM SPECIALIST, BUSINESS 
EDUCATION, DEPARTMENT OF fcDUCATION, 
eOX 911, HARHISBURG, PA 17126 
I SINGLE COPIES FREE I 
PiJB DATE - F4b71 22P, 

DESCRIPTORS - ♦BUSINESS EDUCATION; 
♦ADULT VOCATIONAL tDUCATION; 
♦GUIDELINES; ♦ADMINISTRATOR GUIDES; 
PROGRAM DEVELOPMENT; STEflOGRA PH Y; 
STUDENT CHARACTERISTICS; SECONDARY 
education; ♦CURRICULUM DEVELOfMENT; 
AGE DIFFERENCES; COURSE 
ORGANIZATION; PROGRAM 
ADMINISTRATION' 
IDENTIFIERS - PENNSYLVANIA 

ABSTRACT -.DEVELOPED THROUGH A 
STATE DEPARTMENT OF EDUCATION, THIS 
PUBLICATION PROVIDES GUIDELINES FOR 
THE OKGANIZATIO|( AND ADMI NI STRA TlOrj 
OF EEF-ECTIVE AOilT VOCATIONAL 
BUSINESS PROGRAMS. MAJOR SECTIONS 
OF THE PROGRAM GUIDE ARE DEVOTED 
TO: (1) VOCATIONAL EXTENSION 
^fetUCATION, (2) ADULT VOCATIONAL 
^BUSINESS EDUCATION, (3) INTENSIVE 
STENOGRAPHIC PROGRAM, (4) 
ESTABLISHING AN ADULT VOCATIONAL 
BUSINESS PKOGKAM, AND (&) THE 



WISCONSIN 53081 (S3. 10) 

PUB DATE - NO 

^e7P. PROCEEDINGS OF LAKESHORE 

TECHNICAL INSTITUTE DISTRICT 11 

CAREER EDUCATION SUMMER WORKSHOP 

(1ST, SHEBOYGAN, WIS., JULY 12, 

1971). 

DESCRIPTOR? - ♦CAREER EDUCATION; 
VOCATIONAL EDUCATION; ELEMENTARY 
GRADES; SECONDARY GRADES; 
^CURRICULUM GUIDES; INSTITUTES 
(TRAINING PROGRAMS); ♦MODELS; 
♦CONCEPTS; CAREER OPPORTUNITIES; 
♦VOCATIONAL DEVELOPMENT; INTFGRATED 
curriculum; KINDERGARTEN 
IDENTIFIERS - CAREER DEVELOPMENT; 
CAREER AWARENESS 

ABSTRACT - DIRECTED TOWARD 
REFORMING THE SCOPE OF CAREER 
EDUCATION AND INITIATING AWARENESS 
AND ENTHUSIASM FOR CONTINUOUS 
CAREER EDUCATION OPPORTUNITIES FOR 
ALL STUDENTS IN GRADES K-12, THIS 
CURRICULUM GUIDE DESCRIBES THE 16 , 
BASIC CAREER CONCEPTS AND 205 
GENERAL OBJECTIVES TAKEN FROM THE 
WlSCOi^SIN STATE CAREER CURRICULUM • 
/lODEL ANp evALUATED BY TEACHERS AND 
COUNSELORS At THE FIRST LAKESHORE 
TECHNICAL INSTITUTE. GROUPED FIRST 
BY GRAOE LEVEL (K-3, 4-6, 7-9, AND 
10-12) AND THEN BY SUBJECT AREA 
(COMMUNICATIONS, MATH, SOCIAL 
STUDIES, AND VOCATIONAL EDUCATION), 
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BOTH GRAPt LEVtL AND SUBJCCT MATTLR 
RATIONALES ARt DIVIDED INTO 
StPAkATE CONCEPTUAL PATTERNS TO BE 
I NTRODUCEDf' DEVELOPED f AND 
EMPHASIZED. BEHAVIORAL OBJECTIVES. 
CLASSROOM ACTIVITIES, LIST^ OF 
RESOURCES FOR ACTIVITIES, 
EVALUATION PROtEDURiS, AND 
SUGGESTED CURRICULUM 
CONSIDERATIONS, WHICH WERE 
DkVELOPEU'BY INSTITUTE 
PARTICIPANTS, ACCOMPANY EACH 
CONCEPT. MODLLS ILLUSTRATING THE 
SCOPE AND SEQUENCE OF THE 16 BASIC 
CARtck DEVELOPMfcNT CONCEPTS THROUGH 
GRADES K-12, THE THREE COMPONENTS 
OH CAREE^< DEVELOPHtNT .tSELF, WORK 
WORLD, AND CAREER PLANNING), AND 
VtftTICAL AND HORIZONTAL I XP AN SI ON 
OF THE CONCEPTS ARE INCLUDED, 
(AG/SB) ' 

, VT OiA 822 

CURRICULUM GUIDE FOR CLERICAL 
OFFICE PROCEDURES, SECONDARY SCHOOL 
LEVEL. 

CHICAGO BOARD OF EDUCATION, I LL . 
MF AVAILABLE IN VT-KIC StT. 
BOARD OF EDUCATION, CITY OF 
CHICAGO, 228 NORTH LA SALLE STREET, 
CHICAGO, ILLINOIS 60601 ($2.00) 
PUB DATE - 69 1 53P. 

DESCRIPTORS - ♦CURRICULUM GUIDES; 
♦ TEACHING GUIDES; ♦POTENTIAL 
DROPOUTS; ♦OFFICE PRACTICE; 
SECONDARY EDUCATIO^J; ♦INSTRUCTIONAL 
MATERIALS; TESTS; COMMUNICATION 
SKlLtS; TEACHING TECHNIQUES; OFFICE 
OCCUPATIONS; CLtRICAL OCCUPATIONS 

ABSTRACT - DEVELOPED BY BUSINESS 
EDUCATORS FOR USE IN A HIGH SCHOOL 
OFFICE PRACTICE CLASS* fHIS NINTH 
GRADE CURRICULUM GUIDE EMPHASIZES 
THE NEEDS OF THE POTENTIAL DROPOUT. 
DESIGNED TO PUILD BASIC SKILLS IN 
BUSINESS COMMUNICATIONS AND AN 
UNDERSTANDING OF THE VARIOUS KINDS 
OF OFFICES, THE GUIDE INCLUDES 
SECTIONS ON: CI) INTRODUCTION AND 
ORIENTATION, C2I PERSONAL 
QUALITIES, C3) OFFICE 
COMMUNICATION, (4) OFFICE JOBS 
CLASSIFIED ACCORDING TO SKIlLS, AND 
(5.) THE SUCCESSFUL OFFICE WORKERS. 
•'O"-! INCLUDED ARE OBJECTIVES, UNIT 
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ACTIVITIES, TEACHIJ^G SUGGESTIONS 
AND INSTRUCTIONAL MATERIALS ON SUCH 
TOPICS AS: 11) BUSINESS VOCABULARY, 
' (2) EMPLOYMENT APPLICATION, (3) 

TIME CARD, C4) JOB DESCRIPTION, 15)* 
BASIC FILING RULES, t6) DUTIES OF 
THE MAIL CLERK, AND 17) RECOROOF- 
CALLERS*. (JS) I 

VT 014 8A4 

BEASLEY, GARY F. ICOMP) 
BIBLIOGRAPHY OF INSTRUCTIONAL 
MATERIALS OF EXEMPLARY PROJECTS ON 
CAREER EDUCATION. 

MF AVAILABLE IN VT-ERIp SET. 
PUB DATE - MAR72 ^18P. PREPARED 
FOR THE^USOE "COOROINATING 
CONFERhIcE OF STATE-LEVEL AND ^ 
LOCAL-L^L DIRECTORS OF VOCATIONAL 
EXEMPLARS PROJECTS" DEC 1971 

DESCRIPTORS - ♦CAREER EDUCATION; 
♦BIBLIOGRAPHIES; ♦INSTRUCTIONAL 
MATERIALS; ♦DEVELOPMENTAL PROGRAMS; 
ELEMENTARY GRADES; SECONDARY 
GRADES; VOCATIONAj^ EDUCATION 

ABSTRACT - THIS COMPIUTIONv 
CONTAINS MATERIALS PREPARED BY' 
STATE AND . LOCAL DIRECTORS OF 20 ; 
VOCATIONAL EXEMPLARY PROJECTS AND 
RIPRESENTS CURRICULUM AND 
INSTRUCTIONAL' MATERIALS BEING USED 
IN THE EXEMPLARY PROJECTS BRIEF 
H DESCRIPTIONS OF LOCALLY AND ^ 

COMMERCIALLY-PRODUCED MATERIALS , ON 
A NUMBER OF CAREER EDUCATION TOPICS 
FOR VARIOUS GRADE LEVELS /^flE 
INCLUDED. (SB) 

VT 014 872 ED 059 407 

MICROFICHE COLLECTION OF 
CLEARINGHOUSE DOCUMENTS REPORTED IN 
ABSTRACTS OF INSTRUCTIONAL - ^ 
MATERIALS IN v6cATI0NAL__AW(f ' 
TECHNICAL EDUCATICJN, CAIM), Vj^UME 
5, NUMPER i. 

OHIO STATE UNIV., CtH.yMpS. CWER 
FOR VOCATIONAL AND TECKMICAL V 
EDUCATION. 

OFFICE OF EDUCATION (DHEW), 
, WASHINGTON, D.C . 
EDRS PRICE MF-$67.76 HC NOT . 
AVAILABLE FROM EDRS. 
PUB DATE - 72 21535 
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DESCRIPTORS - *IN5TkUCT ZONAL 
MATERIALS; *VOCATIONAL EDUCATION; 

•f* TECHNICAL EDUCATIQHi BUSINESS 
EDUCATION; AGRICULTUK^L EDUCATION; 
DISTRIBUTIVE EDUCATION; HFALTH 
OCCUPATIONS EDUCATION; HOME 
ECONOMICS EDUCATION; INDUSTRIAL 
ARTS; TRADE AND INDUSTRIAL 
EDUCATION; INDEXES ILOCATERS); 
CLEARINGHOUSES; ♦MICROFICHE; 
DOCUMENTATION; INFORMATION STORAGE; 
INFORMATION RETRIEVAL" 

ABSTRACT - DOCUMENTS ANNOUNCED WITH 
VT NUMBERS ONLY IN VOLUME 5, ^'UMBeR 
1 IVT 014 871) OF "ABSTRACTS OF 
INSTRUCTIONAL MATERIALS IN 
VOCATIONAL AND TECHNICAL EDUCATION" 
lAIM) ARE INCLUDED IN THIS 
MICROFICHE SET. THE MICROFICHt SET 
IS ARRANGED IN THE FOLLOWING 
^SEQUENCE: (1) A VOCATIONAL 
^ TECHNICAL (VT) NUMBER INDEX TO 
DOCUMENTS- IN THE MICROFICHE 
COLLECTION, (i) THE SUBJECT AND- 
AUTHOR INDEXES FROM AIM, AND (3) 
;THE 4^ULL text of DOCUMENTS LISTED 

•IN THE VT NUMBER INDEX, THE TEXTS 
,. ARE FILMED CONTINUOUSLY IN VT 
■ NUriBER SEQUENCE. <CD) 

VT 014 894 

. HANDBOOK FOR ADMINISTRATORS AND 

COORDINATORS OF COOPERATIVE 
^ VOCATIONAL EDUCATION. 

WEST VIRGINIA RESEARCH COHRDINATING 
UNIT FOR VOCATIONAL EDUCATION, 
HUNTINGTON. 

MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - ND 139P. ■ 

DESCRIPTORS - ♦ADMINISTRATOR 
GUIDES; ♦COOPERATIVE EDUCATION; 
♦VOCATIONAL EDUCATION; ♦PROGRAM 
PLAINING; ♦COOPERATIVE PROGRAMS; 
SECONDARY GRADES; MANUALS; PROGRAM 
GUIDES; ADVISORY COMMITTEES 

'AESTRACT - THIS HANDBOOK WAS 
PREPARED TO AID SCHOOL 
ADMINISTRATORS AND IEACHEK- 
COORDINATORS IN THE PLANNING AND 
OPERATION OF COOPERATIVE VOCATIONAL 
EDUCATION PROGRAM. CONTENTS PROVIDE 
GENERAL INFORMATION ON COOPERATIVE 
VOCATIONAL EDUCATION, FOLLOWED BY: 
O PLANNING ACTIVITIES SUCH AS 

ERIC 



STUDENT AND COM^IUNITY SURVEYS, 12) 
COORDINATION ACTIVITIES, INCLUDING 
UTILIZATION OF THE ADVISORY ^ 
COMMITTEE, ORGANIZING TRAINING 
STATIONS, DEVELOPING TRAINING 
AGREEMENTS AND TRAINING PLANS, 
SELECTING AND SCHEDULING STUDENTS, 
AND EVALUATION, (3) DEVELOPMENT OF 
RELATED INSTRUCTION^ (4) LEGAL 
ASPECTS, (5) SELECTED REFERENCES, 
AND (6) A GLOSSARY OF TERMS. 
SUGGESTED FORMS, A COORDINATION 
PLAN, AND A SECTION OF THE STATE 
PLAN FOR VOCATIONAL EDUCATION ARE 
APPENDED. (AM) 

VT 014 893 ED 060 220 

CONSUMER EDUCATION: USING THE FULL 
TEAM. 

NEW YORK STATE EDUCATION DEPT., 

ALBANY. BUREAU OF SECONDARY 

CURRICULUM DEVELOPMENT. 

EDRS PRICE MF-$0.65 HC-$3.29. 

PUBLICATIONS DISTRIBUTION UNIT, THE 

STATE EDUCATION DEP|jRTMENT, ALBANY, 

NEW YORK 12224 ($.2^ 

PUB DATE" - 68 4 IP. 

DESCRIPTORS - *CONSUMER EDUCATION; 
VOCATIONAL EDUCATION; SCIENCE 
EDUCATION; MATHEMATICS EDUCATION; 
ENGLISH EDUCATION; SOCIAL STUDIES; 
ADULT EDUCATION; *TEACHIN;G GUIDES; ■ 
♦PROGRAM PLANNING; TEAM TEACHING; s 
♦ TEAMWORK; ♦ I NT E RDI Sf I P LI NA R Y V 
APPROACH; INTEGRATED JCTIVI TIES 

ABSTRACT - THIS PUBLICATION 
CONTAINS SUGGESTIONS FROM 
SPECIALISTS IN A NUMBER OF 
OISCIPLINES FOR USE IN INITIATING A 
TEACHING TEAM APPROACH IN CONSUMER 
EDUCATION. FOLLOWING AN OVERVIEW OF 
CONSUMER EDUCATION, THE 
CONTRIBUTIONS OF THESE DISCIPLINES 
TO CONSUMER EDUCATION ARE 
DISCUSSED: (1) AGRICULTURE, (2) 
ART, (3) BUSINESS EDUCATION, (4) 
CONTINUING EDUCATION, (5) 
DISTRIBUTIVE EDUCATION, (6) 
ENGLISH, (7) HEALTH, (8> HOME 
EC0N0MTS5, (9) INDUSTRIAL ARTSf 
(10) MATHEMATICS f (11) SCIENCE, AND 
(12) SOCIAL STUDIES. A RELATED 
DOCUMENT Of«| CONSUMER EDUCATION 
MATERIALS IS AVAILABLE. AS ED 022 
044 (VT 005 649, AII^ SUMMER 1969), 
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VT 014 900 

VltLDSt EDDIfct AND OTHERS 
A DEVtLOFMENTAL RESOURCfc UNIT IN 
ECONOMICS FOR BUSINfcSS EDUCATION. 
BUSINESS-ECONOMIC EDUCATION 
CURRICULUM DEVELOPMENT WRITING 
PKOJECT'» 1971. 

OKLAHOMA CITY PUBLIC SCHOOL SYSTEMt 
OKLA. 

MF AVAILABLE IN VT-ERIC SET, 
OKLAHOMA CITY PUBLIC SCHOOLS, 
INSTRUCTIONAL MEDIA DEPARTMENT, 
ROOM 400-900 N. KLEIN, OKLAHOMA 
CITY, OKLAHOMA 731G6 ($1.00 PLUS 
POSTAGE) 

PUB DATE - 71 5 IP. 

DESCRIPTORS - *TEACHIi^G GUIDES; 

♦ BUSINESS EDUCATION; ♦800KK EE PI NG ^ 

♦ ECO^IOMICS; * INSTRUCTIONAL 
MATERIALS; UNIT PLAN;' 
TRANSPARENCIES; SECONDARY GRADES . 

ABSTRACT - DEVELOPED BY BUSINESS 
tOUCATION TEACHERS, THIS GUIDE IS, 
DESIGNED PRIMARILY TO AID IN 
INTRODUCING fiASIC ECONOMIC CONCEPTS 
INTO THE TEACHING OF BOOKKEEPING. 
THE TEACHING GUIDE PORTION COVERS 
SIX BASIC ECONOMIC TOPICS, WITH 
EACH TOPICAL OUTLINE PRESENTING: 
II) AN INTRODUCTORY PARAGRAPH, (2) 
BASIC ECONOMIC IDEA, (3) RELATED 
ECONOMIC IDEAS, (4) A STUDENT 
PERFORMANCE OBJECTIVE FOR EACH 
RELATED ECONOMIC IDEA, (5) 
SUGGESTED ACTIVITIES FOR EACH 
RELATED ECONOMIC IDEA, AND (6) 
SUbGESTED EVALUATIVE PROCEDURES FOR 
. EACH BASIC IDEA. TOPLC^ INCLUDE: 
CI) OUR MARKET ECONOMY, (2) MARKETS 
AND PRICES, (3) MONEY AND BANKING, 
(4) AUTOMATION, |&) TAXES AND 
GOVERNMENT SPENDING, AND C6) SAVING 
AND INVESTMENT. A EIBlIOGRAPHY OF 
BOOKS, PAMPHLETS, FILMS, AND 
FILMSTRIPS IS APPENDED, A 5, wE LL AS 
WvSECTIOM;OF PAGES SUGG ES TEE' AS 
DITTO MASfTERS OR TRANSPARENCY 
MASTERS, \eYI D TO THE TEACHING 
UNITS. (AW) # 
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PLINE, 



906 

NANCY 



T^I-WRITING, 



STUDENT^ MANUAL. 
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ROCHESTER CITY SCHOOL DISTRICT, 

N.Y. DEPT. OF TELEVISED 

INSTRUCTION. ;NEW YORK STATE 

EDUCATION DEPT., ALBANY. BUREAU OF 

MASS COMMUNICATION. 

MF AVAILABLE IN VT-ERIC SFT.. 

PUB DATE - 71 l'35P. 

DESCRIPTORS - ♦STUDY GUIDES; ' 
♦TYPEWRITING; OFFICE OCCUPATIONS 
.EDUCATION; ♦BUSINESS SKILLS; 
♦TYPISTS; BUSINESS SUBJECTS; 
BUSINESS EDUCATION; ♦TELEVISED 
INSTRUC-TION 

ABSTRACT.- INTENDED FOR USE IN 
CONJUNCTION WITH THE TELEVISED ^ 
INSTRUCTION SERIES OF THE ROCHESTER 
CITY SCHOOL DISTRICT, THI S STUDENT 
MANUAL PROVIDES ^2 LESSONS AIMED AT 
HELPING BEGINNING STUDENTS GAIN A 
USEFUL TYPEWRITING SKILL* ONCE 
STUDENTS HAVE GAINED FAMILIARITY 
WITH THE OPERATION OF THE 
TYPEWRITER, AND LOCATION OF 
KEYBOARD LETTERS, NUMBERS, AND 
SYMBOLS, THEY WILL BE INTRODUCED TO 
MANY OF THE TOPICS THROUGH 
TELEVISED LESSONS, AFTER WHICH THEY 
WILL CONTINUE TO STUDY THE TOPIC 
THROUGH USE OF THE EXERCISES 
CONTAINED IN THIS MANUAL. SOME OF 
THE TOPICS INCLUDED ARE: (1) 
HORIZONTAL AND VERTICAL CENTERING, 
(2) OUTLINES, 13) POSTCARDS, (4) 
PROOFREADING MARKS, (5) PERSONAL 
AND BUSINESS LETTERS, (6) 
ENVELOPES, (7) CARBON COPIESt 18) 
TYPING BUSINESS FORMS, (9) 
MANUSCRIPT TYPING, (10) ERASING AND 
CORRECTING ERRORS, AND III) 
CLEANING THE TYPEWRITER AND 
CHANGING THE RIBBON. SUGGESTIONS 
FOR USING THE MANUAL ARE PROVIDED, 
AND A REFERENCE GUIDE FOR BUSINESS 
LETTERS AND TABULATION AND 
MANUSCRIPT REFERENCE SHEETS ARE 
ALSO INCLUDED. (AW) 

VT 014 912 

BARLOtWr MIKE, AND OTHERS 
A DEVELOPMENTAL RESOURCE UNIT IN 
ECONOMICS FOR BUSINESS EDUCATION — 
GENERAL BUSINESS. BUSINESS-ECONOMIC' 
trUCATION CURRICULUM DEVELOPMENT 
WRITING PROJECT, 1971. 
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OKLAHOMA CITY PUBLIC SCHOnL SYSTEMf 
OKLA. - ' 

F AVAILABLE IN VT-f-RIC SFT, 
OKLAHOMA CITY PUBLIC SCHOOLSf 
INSTRUCT IjONAL MEDIA DEPARTMLNT, 
ROOM 400-900 N. KLEIN, OKLAHOMA 
CITY, OKLAHOMA 73106 '($ 1. 10 P LUS 
POSTAGE PREPAID) 
PUB DATE - .,7J * 92 P. 

DESCRIPTORS - ♦BUSINESS EDUCATION; 
CONCEPT TEACHING; ♦CURRICULUM 
GUIDES; ♦ECONOMICS; CURRICULUM 
DEVELOPMENT; ♦RESOURCE MATERIALS; 
♦INTEGRATED ACTIVITIES; STUDENT 
EVALUATION; TEACHING TECHNIOUES; 
jSINESS; TEACHING GUIDFS 

APSTRACT - RESULTING FROM THE 
CURRICULUM DEVELOPMENT WRITING 
PROJECT, THIS CURRICULUM GUIDE WAS 
PREPARED TO; HELP TEACHERS INTEGRATE 
ECONOMIC CONCEPTS INTO THE TEACHING 
OF GENERAL BUSINESS AND TO 
SUPPLEMENT THE GENERAL TEXTBOOKS 
PRESENTLY BEING USED. EACH SECTION 
CONTAINS A RESOURCE LISTING OF 
FILMSV FILMSTRIPS, BOOKS, 
'pamphlets, and TRANSPARENCY MASTERS 
AND IS ARRANGED WITH CLASSROOM 
ACTIVITIES, EVALUATION, AND 
REFERENCES SO THAT SECTIONS CAN BE 
TAUGHT AS INDIVIDUAL UNITS, TOPICS 
COVERED INCLULiE^/tl) THE BASIC 
ECONOMIC PROBLEM, (?) THE U.S. 
MARKET ECONOMY, (3) COMPETITION, ' 
(4) GROSS NATIONAL PRODUCT, (5) THE 
BUSINESS CYCLE, (6) MONEY AND 
BANKING, (7) LABOR, (8) INSURANCE, 
<9) PROBLEMS OF A GROWING ECOi)IOMY, 
(10) ECONOMIC CONDITIONS IN THE 
LOCAL COMMUNITY. (JS) 
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BUSINESS ARITHMETIC 
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FORT WORTH PUBLIC SCHOOLS, TEX. 
MF AVAILABLE IN VT-£ftIC SET. 
CURRIC-BULL-504.1 
DEPT. OF CJRRICULUMt FT. WORTH 
PUBLIC SCHOOLS, 3210 W. LANCASTER, 
FT. WORTH, TEXAS 76107 ($2.50) 
PUB DATE - 70 61P. 

DESCRIPTORS - ♦CURRICULUM GUIDES; 
♦TEACHING GUIDEf; ♦BUSINESS 
EDUCATION; BUSINESS SKILLS; 
'^j'^ITHMETIC; ♦MATHEMATICS 

ERIC 
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CURRICULUM; MATHEMATICS 
INSTRUCTION; SECONDARY GRADES; 
MATHEMATICS" 

• ■ °' 

ABSTRACT PREPARED BY THE 
DEPARTMENT OF CURRICULUM OF THE 
FORT WORTH PUBLIC SCHOOLS AND BASED 
UPON THE CLASSROOM EXPERIENCES OF 
SKILLED TEACHERS, THIS GUIDE IS 
STRUCTURED TO PROVIDE HIGH SCHOOL 
BUSINESS EDUCATION TEACHERS WITH A 
CURRICULUM PLAN FOR BUSINESS 
ARITHMETIC THAT IS FLEXIBLE ENOUGH 
TO MEET THE NEEDS OF DIFFERENT 
SCHOOLS THROUGHOUT THE CITY, AS 
WELL' AS TO STANDARDIZE INSTRUCTION 
PRACTICES. THE GUIDE INCLUDES . 
PROVISIONS FOR A 1-SEMESTEF^ OR A*^^ 
SEMESTER COURSE, AS WELL AS ^ 
"activities PLANNED FOR BASIC 
STUDENTS, REGULAR STUDENTS, OR 
MIXED ABILITY GROUPS, AND IT 
PROVIDES MANY SPECIFIC TEACHING 
SUGGESTIONS THAT SHOULD BE 
ESPECIALLY HELPFUL TO THE BEGINNING 
TEACHFR. SUGGESTED TEACHING TOPICS 
include: (I) PERSONAL RECORDS', 12) 
BUYING PROBlCTIS, (3) PERSONAL 
FINANCE, (4) BORROWING MONEY? (5) 
TRAVEL AND TRANSPORTATION, (6) 
TAXES, (7) RETAILER'S BUYING AND 
SELLING PROBLEMS, (8) PROBLEMS OF 
THE WHOLESALER, THE MANUFACTURER, 
AND OF BUSINESS OWNERSHIP, (9) 
AGRICULTURE AND PETROLEUM 
INDUSTRIES, AND '( 10) NUMERATION 
SYSTEMS AND PROBABILITY. THE GUIDE 
PROVIDES NUMEROUS REFERENCE AND 
SUPPLEMENTARY MATERIALS. (AW) ^ 

VT 014 985 

DAVIS, BOB;PELLANT, WILLIAM 
INSTRUCTIONAL MATERIALS FOR CAREER 
EDUCATION AND OCCUPATIONAL AND 
PERSONAL GUIDANCE. 

OREGON UNIV., EUGENE. NORTHWEST 
REGIONAL SPECIAL EDUCATION 
INSTRUCTIONAL MATERIALS CENTER, 
BUREAU OF EDUCATION FOR THE 
HANDICAPPED (DHEW/OE), WASHINGTON, 
D.C. 

MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - NO 42P. 

DESCRIPTORS - ♦CAREER EDUCATION; 
♦INSTRUCTIONAL MATERIALS; 
♦ANNOTATED BIBLIOGRAPHIES; » 
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♦EDUCATIONAL KES0URC6S; »SPECI#L 
EtiUCATION; VOCATIONAL EDUCATION; 
SECONDARY GRADES 

ABSTRACT - THIS ANNOTATED * 
BIBLIOGRAPHY CONTAINS MATJRIALJ| 
SELECTED TO PROVIDE TEACHERS ol 
SfcCONDARY LEVEL SPECIAL EDUCATION 
STUDENTS WITH A COMPREHENSIVE 
COLLECTION OF CURRENT INSTRUCTIONAL 
MATERIALS REVIEWED FOR THEIR 
APPROPRIATENESS TO CAREER EDUCATION 
FOR PREVOCATIONAL AND VOCATIONAL 
SPECIAL EDUCATION STUDENTS. 
MATERIALS ARE INCLUDED FOR THESE 
INSTRUCTIONAL AREAS: Ul VOCATIONAL 
GUIDANCE, 12) CONSUMER EDUCATION, 
13) DRIVER EDUCATION, (4) BANKING 
AND BUDGETir^, (5) PERSONAL 
GUIDANCE, AND f6) READING AND MATH. 
INFORMATION CONTAINED IN EACH ENTRY 
INCLUDES THE TITLE, AUTHOR, 

ACCESSION NUMBER, PUBLISHERt-DATE 

OF PUBLICATION, PRICE, APPROXIMATE 
READING LEVEL, FORMAT, AND 
PUBLISHER'S DESCRIPTION. A LISTING 
OF PUBLISHERS* ADDRESSES IS 
PROVIDED • I SB) 

VT 014 991 ED 062 519 

FOR THOSE DEVELOPING WORLD OF WORK 
RESOURCE UNITS FOR ELEMENTARY 
SCHOOL TEACHERS. 

NORTHERN ILLINOIS UNIV., DE KALB# 
ILLINOIS STATE BOARD OF VOCATIONAL 

(Education and RtHABiLiTATioN, 

SPRINGFIELD. VOCATIONAL AND 
TECHNICAL EDUCATION DIV. 
EDRS PRICE MF-$0.65 HC-»^:.58. 
PUB DATE - ND 16C.P. 

DESCRIPTORS - *CURRICULUM 
DEVELOPMENT; ^CAREER EDUCATION; 
VOCATIONAL EDUCATION; LEARNING 
ACTIVITIES; ♦RESOURCE GUI[1eS; 
♦RESOURCE MATERIALS; INSTRUCTIONAL 
materials; OCCUPATIONAL 
INFORMATION; BEKU^VIORAL OBJECTIVES; 
PROGRAM DEVELOPMENT; ♦DEVELOPMENTAL 
PROGRAMS; ELEMENTARY GRADES; 
SERVICES; CLASS ACTIVITIES; 
I NDUSTRY 

IDENTIFIERS - CAREER AWARENESS; 
♦WORLD OF WORK; AUTHENTIC BASIC 
ilFE CENTEREDEDUCATION MODEL; ABLE 
IMOOEL PROGRAM 
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ABSTRACT - THIS PACKAGE OF 
PRACTICAL IDEAS COLLECTED BY THE 
AUTHENTIC BASIC LIFE-CENTERED 
EDUCATION (ABLE) MODEL PROGRAM 
SHOULD BE USEFUL FOR TEACHERS AND 
ADMINISTRATORS WHO ARE REVISING 
CURRICUlUMS and WRITING CURRICULUM 
GUIDES FOR THE ELEMENTARY AND 
INTERMEDIATE LEVEL. SUGGESTED UNITS 
ARE BASED ON AN "ORGANIZING? CENTER 
CONCEPT** SUCH AS BANKING, BAKINGt 
AND THE TELEPHONE BUSINESS, AND 
DIVIDED INTO GROUPINGS Oft. M) 
RESOURCES rACCESSIBILITY)--WHAT 
TOOLS, MATERIALS, AND HUMAN TALENT 
CAN BE USED TO MAKE A UNIT 
ACCESSIBLE TO THE CHILD, 12) 
CONTENT I MOBILITY) — HOW CAN THE 
SUBJECT MATERIAL PULL TOGETHER NEW 
RELATIONSHIPS FROM PAST STUDIES, OR 
ENABLE CHILDREN TO ENCOUNTER THE 
FUNDAMENTAL ACTIVITIES QF THE 

-GOM«UAHTY^i^T«&IR -RE4^tG^H5Nv-THEm 

CULTURE, (3» PERFORMANCE 

(ACCOMRl|jH|lENT>--HOW CAN THE CHILD 
EXPRESS *i»|l|S.|LF, USE DIFFERENT 
RESOURCES;, AftD-SHOW OTHERS WHAT HE 
HAS LEARNED, MATERFaL^ flAVE*iBEEN i 
TESTED, EVALUATED, AND REVISED IN A 4 
VARIETY OF CLASSROOM SETTINGS. ~ 
OTHER MATERIALS PROVTOE INFORMATION 
ON (I) INTERVIEWING, (2) FIELD 
TRIPS, (3) STAFF DEVELOPMENT 
ACTIVITIES, (4) CAREER LATTICES, 
AND 15) 70 SUGGESTED CLASSROOM 
ACTIVITIES FOR OCCUPATIONAL 
EXPLORATION. OBJECTIVES ARE CLEARLY 
STATED AND ACTIVITIES STRESS USE OF 
ALL RESOURCES, SUCH AS ROLE- 
PLAYING, FIELD TRIPS, AND COMMUNITY 
RESOURCES. US) 

VT 015 006 

MAGISnS, JOEL H.; MCCRACKEN, J. 
DAVID 

HOW TO SET UP A LOCAL INFORMATION 
SYSTEM. 

OHIO STATE UNIV., COLUMBUS* CENTER 
FOR VOCATIONAL AND TECHNICAL ' 
EDUCAtlON. 

MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - 6DEC71 
22P .PRESENTATION TO THE NATIONAL 
COUNCIL OF LOCAL ADMINISTRATORS AT 
THE AMERICAN VOCATIONAL ASSOCIATION 
CONVENTION (PORTLAND, OREGO||» 
DECEMBER 6, 1971). 
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DtSCklPTORS - *V0CA1I0NAL 
EtJUCATlON; ♦INFORMATION SYSTEMS; 

PEECHES; ♦INFORMATION SEKVICFS; • 
"♦PROGRAM DEVELOPMENT; PROBLyH- - 
SOLVING.; EDUCATIONAL RESOURCES; 
COSTS; ♦GUI 01 LINES 
ILENTIFIfcRS - LOCAL INFORMAK^N 
SYSTEMS ^ 

ABSTRACT - INCLUDED IN THIS 
DOCUMENT ARE IWO RELATED SPEECHES 
ON THE UStS, FEATURES* AND 
DEVELOPMENT OF A LOCAL INFORMATION 
SYSTtM. THE FIRST SPEECH ADDRESSES 
THREE QUESTIONS: (1) WHAT IS AN 
INFORMATION SYSTEM? ( 2 ) WHAT CAN BE 
EXPECTED OF AN INFORMATION SYSTEM? 
AND (3) WHEN WOULD ONE USE AN 
INFORMATION SYSTEM? THE SECOND^ 
SPEECH INCLUDES A DISCUSSION OF 
INFORMATION SYSTEMS IN TERMS OF 
J1ISSI0N, SCOPE^ A^D^OB JECTIVES , 
I NF ORMA f I ON k E S OU RC E S V E Cj U I PM EN T 
AND SJAFFING, COMPONENTS AND COSTS, 
AND EDUCATION OF USERS. POINTnS OF 
SUMMARY COVERED IN THE SPEECHES 
^I^LUOE: (1) LOCAL. INFORMATION 
'i^YSTEMS SHOULD BE LINK^ TO A 
wboCUMENTr-BASED, USFR-ORIENTED 
INFORMATION SYSTE>« THA\ WILL 
PROVIDE ACCESS TO VAST RESOURCES, 
ALREADY AVAILABLE* AND (2) LOCAL 
ADMINISTRATORS SHOULD REFER TO THE 
"GUIDE FOR A STATE VOCATIONAL- 
TECHNICAL EDUCATION DISSEMINATION 
SYSTEM" IN THEIR EFFORTS TO DEVELOP 
A LOCAL INFORMATION SYSTEM CED 048 
bC3 OR VT 012 862, ARM FALL 1971). 
IJS» 

VT 015 016 ED 061 453 

BOBBITT, FRANK ;LETWIN , -ilNDA 
TECHNIQUES FOR TEACHING 
DISADVANTAGED YOUTH IN VOCATIONAL 
EDUCATION. 

MICHIGAN STATE UNIV., EAST LANSING. 
RURAL MANPOWER CENTER. 
, EDRS PRICE MF-1C.65 HC-S6.58. 
SPEC-PAP-14 

PUB DATE - DEC71 106P. 

.DlSCRIPTORS - ♦VOCATIONAL 
hnUCATION; ♦TEACHING METHODS; 
♦DISADVANTAGED YOUTH; TEACHER 
ATTITUDES; SECONDARY GRADES; 
COUNSELING; STUDENT MOTIVATION; 

ERIC 



CURRICULUM DEVELOPMENT; PROGRAM 
EVALUATION; ♦EDUCATIONAL NEEDS; 
REFFRFNCE MATERIALS; ♦RESOURCE 
MATERIALS; EDUCATIONAL PROBLEMS;. 
VOCATIONAL EDUCATION TEACHERS; 
TEACHING TECHNIQUES ' 

ABSTRACT - DEVELOPED THROUGH A 
COLLEGE CURRICULUM DEPARTMENT, THIS 
PUBLICATION PROVIDES VOCATIONAL 
TEACHERS WITH A PRACTICAL REFERENCE 
ON PROBLEMS RELATING TO EDUCATING 
DISADVANTAGED STUDENTS. THE 
UNDERLYING THEME IS THAT THE 
TEACHER IS THE MAJOR FACTOR IN THE 
SUCCESS OF ANY PROGRAM FOR THE 
DISADVANTAGED. SEVERAL ASPECTS OF 
THE PROBLEM ARE CONSIDERED, 
INCLUDING: (1) IDENTIFICATION OF 
THE DISADVANTAGED AND THEIR NEEDSt 
iZ) MOTIVATION, < 3) TEACHER STUDENT 
RELATIONSHIP, (4) COUNSELING, 15) 

GROUP IN_G_DI SADVA NTAGED^SlUDmiS..* 

(6) CURRICULUM, «7» TEACHING 
METHODS, IB) PROGRAM , EVALUATION, 
AND (9) AVAILABLE FEDERAL 
RESOURCES. (BH) 

VT 015 043 

BUSINESS AND OFFICE EDUCATION 
RESOURCE SUPPLEMENT TO THE CONSUMER 
EDUCATION CURRICULUM GUIDE FOR 
OHIO. 

OHIO STATE DEPT. OF EDUCATION, 
COLUMBUS. DIV. OF VOCATIONAL 
EDUCATIOfJ. 

MF AVAILABLE IN VT-ERIC SET. 
INSTRUCTIONAL MATERIALS LABORATORY, 
TRADE AND INDUSTRIAL EDUCATION, THE 
OHIO STATE UNIVERSITY, 1885 NEIL 
AVENUE, COLUMBUS, OHIO 43210 ($2.40 
PLUS POSTAGE) 

PUB DATE - 71 64P. 

DESCRIPTORS - CURRICULUM GUIDES; 
♦RESOURCE GUIDES; ♦TEACHING GUIDES; 
♦BUSINESS EDUCATION; ♦OFFICE 
OCCUPATIONS EDUCATION; ♦CONSUMER 
EDUCATION; SECONDARY GRADES; 
CONSUMER ECONOMICS; BIBLIOGRAPHIES; 
LEARNING ACTIVITIES; EVALUATION 
TECHNIQUES 

ABSTRACT - DEVELOPED BY BUSINESS 
EDUCATION TEACHERS WITH THE AID OF 
STATE BUSINESS EDUCATION STAFF, 
THIS SUPPLEMENT TO VT 012 356 CAIM 
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,S@MMtk 1971) IS INTENDED TO. ASSIST 
» OHIO TEACHERS IN IMPROVING HIGH 

SCHOOL BUSINESS EPUCATION 
''cdRRICULUMS bY INCORPORATING 
APPROPRIATE . SEGMENTS OF CONSUMER 
El'UCATION. INSTRUCTIONAL UNITS ARE 
DlVELOPfcD ARnUND SIX CONCEPTS 
COVERING: (1) THE tCONOMIC SYSTEM, 
,12) INCOME PROCUREMENT, <3) 
CONSUMER ALTERNATIVES, (4) CONSUMER 
BEHAVIOR DETERMINANTS, (5) ROLES, 
RIGHTS, AND RESPONSIBILITIES, ANTj 
.16) COMMUNITY RESOURCtS. THE UNITS 
CONTAIN OBJECTIVES AND SUGGESTED 
LEARNING ACTIVITIES, EVALUATION 
TECHNIOUfS, AND RESOURCES WHICH ARE 
KEYED TO CONCEPTS AND BUSINESS 
SUBJECT AREA. SEVERAL OF THE UNITS 
, AISO INCLUDE ILLUSTRATIONS WHICH 
MAY BE USED AS TRANSPARENCY MASTERS 
FOR OVERHEAD PROJECTION, AND A 
SELECTED BIBLIOGRAPHY OF TEACHER 
RE P£ft£N.C£S,„ BOOKS, PAMPHLETS, / 
PRACTICE SET$, FILMS, FILMSTRIPS,/ 
.AND' BULLETIN BOARD MATERIALS IS / 
PROVIDED • ANOTHER SUPPLEMENT IS / 
AVAILABLE AS VT 014 067 (AIM VoL, 
2) AND RELATED DOCUMENTS' AS 
0 39-V,T 015 047 IN THIS 
ISb) ^ 
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VT 015 054 / 
DELAWARE GLOSSARY OF TERMS FOR 
OCCUPATIONAL-VOCATIONAL EDUC'aTIUN. 



.DELAWARE STATE COLL., DOVER 
aF\DISTKIBUTlVE EDUCATION 
ME AVAILABLE IN VT-ERIC 
l<UB DATE - 72 14P/ 



DEPT. 



SET 



DESCRIPTORS - ♦GLOSSARIES; 
♦VOCABULARY; ♦VOCATIONAL tDUCATION; 
♦ CAREER EDUCATION; ♦COirTMUNI CA 1 1 ON 

ITHOUGHT TRANSFER); DEFINITIONS 

... . , /' 

ABSTRACT - DEVELOPED BY 
DISTRIBUTIVE EDUCATION IN 
UNDER THE DIRECTION /3F A 
EDUCATOR, THIS GLOSSARY 0 
^DESIGNED TO PROVIDE A COM 

FOR communication' ;n OCCU 

VOCATIONAL EDUCATfON BY 
STANDARDIZING TERf^INOcOGY 
AND STATE INSTRUCTIONAL P 
THE PUBLICATION tONSISTS 
THAN 70 TERMS COMMON TO 
OCCUPATIONAL-VOCATIONAL E 
ARRANGED ALPHA6eT ICALLY , 



TERNS 
TEACHER- 
F lEKMS IS 
MON GRTDUND 
PATIONAL- 

IN LOCAL 
RO GRAMS. 
OF MORE 

nUCATION, 
WITH EACH 



' ■ / 

TERM UNDERLINED FOR CLARITY* (AW) 
Vt 015 077 

OCCUPATIONAL CLUSTERS. EXEMPLARY 
PROGRAM IN CAREER EDUCATION. 

COUNCIL BLUFFS COMMUNITY SCHOOL 
DISTRICT, IOWA. 
HF AVAILABLE IN VT-ERIC SET. 
PUB DATE - 01FEB72 5 8P. 

/.DESCRIPTORS - *INST»UCT lONAL 
MATERIALS; ♦OCCUPATIONAL CLUSTERSjf 
♦CLUSTER GROUPINGS; ♦CAREER 
LDUCATION; ♦DEVELOPMENTAL PROGRAMS 

Identifiers - career awareness; 
economic awarene4k 

abstract -^THIS COLLECTION OF 15 
0CCUPATI0NA1. CLUSTERS WAS DEVELOPED 
THROUGH THE COOPERATIVE EFFORTS OF 
THE POTTAWATTAMIE COUNTY'S 
EXEMPLARY PROGRAM IN CAREER 
EDUCATION AND THE C OUNC IL 'BLUFFS 
COMMUNITY SCHOOL DISTRICT. A 
SCHEMATIC OUTLINE OF THE EXEMPLARY 
F^ftbJECT IS FOLLOWED BY A BREAKDOWN 
OF EACH OF THE 15 CLUSTERS INTO 
SPECIFIC FUNCTIONS OR OCCUPATIONS. 
CLUSTERS INCLUDE: (1) 
TRANSPORTATION, (2) FINE ARTS AND 
HUMANITIES, (3) COMMUNICATION AND 
MEDIA, (4) PERSONAL SERVICES 
OCCUPATIONS, (5) CONSTRUCTION, (6) 
HOSPITALITY AND RECREATION, f7) 
HEALTH OCCUPATIONS, (8) MARINE 
SCIENCE OCCUPATIONS, (9) CONSUMER 
AND HOMEMAKING, (10) AGRIBUSINESS 
AND NATURAL RESOURCES, (11) 
ENVIRONMENT, (12) PUBLIC SERVICE, 
(13) BUSINESS AND OFFICE, (14) 
MANUFACTURING, AND (15) MARKETING 
AND DISTRIBUTION. (AW) 

VT 015 096 

388 CIVIL SERVICE PREPARATION. 
TENTATIVE COURSE OUTLINE. 

LOS ANGELES CITY SCHOOLS, CALIF. 

DIV. OF ADULT EDUCATION. 

MF AVAILABLE IN yT-ERIC SET. 

CVTfc-N-41 

PUB DATE - 69 6P.PAES 

collection; 1069 REVISION 

DESCRIPTORS - ♦REVIEW 
(REEXAMINATION); ♦CAREER EDUCATION; 
♦ADULT VOCATIONAL EDUCATION; 



ERIC 
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• EXPfcRIMfcNTAL CUKRICULUM; ♦•^ATIONAl 
COMPtTtNCY Tl^STS; GUIDtSj 
NSTKUCTIONAL AIDS; KESOUkCE 
lATERIALS; JOB APPLICANTS; LANGUAGE 
SKILLS; AklTHMETIC; OCCUPATIONAL 
GUIDANCF 

IDENTIFIERS - EMPLOYMENT SKILLS; 
&*CIVIL SERVICE TESTS 

ABSTRACT - THIS TENTATIVE COURSE 
OUTLINE FOR FIVE-StMESTER ADULT 
EDUCATION COUKSE IN CIVIL SERVICE 
PREPARATION CONTAINS A 1-PAGE 
INTRODUCTION, A BRIEF EXPLANATION 
OF COURSE OUTLINt CLASSIFICATIONS 
WHICH ASKS FOR TEACHER AND 
ADMINISTRATOR SUGGE ST IONS » . AND A 3- 
PAGt OUTLINt WITH EIGHT HkADir^JS. 
"ORIENTATION," THE FIRST HEADING, - 
OUTLINES BKIbFLY POINTS TO INCLUDE 
ABOUT CIVIL SERVICE EMPLOYMENT IN 
THE COURSE. THE NEXT FIVE HEADINGS 
COVER BASIC KNOWLEDGE NECESSARY FOR 
CIVIL SERVICE TESTS, SUCH AS 
ARITHMETIC, ENGLISH, AND OFFICE 
SKILLS* THE SEVENTH HEADING LISTS 
P 13 TYPES OF APTITUDE TESTING FOUND 
^ON CIVIL SERVICE EXAMINATIONS, AND 
^THE FINAL HEADING* "JOB 

ORIENTATION," OUTLINES PROClDURES 
FOLLOWED BEFORE TAKING A CIVIL 
SERVICE POSITION. (AG) 

VT 015 115 

BASIC EMPLOYMENT INFORMATION. A 
HANDBOOK FOR STUDENTS IN 
OCCUPATIONAL PREPARATION CLASSES. 
SENIOR HIGH SCHOOL EDITION. 

LOS ANGELES CITY SCHOOLS i CALIF. 
DIV. OF INSTRUCTIONAL PLANNINii AND 
SERVICES. 

MF AVAILABLE IN VT-ER IC SET. 
PUB-SC-62<> ;CVTE-N-134 
PUB DATE - 69 118 P. PA ES 

COLLECTION; 1969 REVISION 



DESCRIPTORS - ♦OCCUPATIONAL 
GUIDANCE; ♦CAREER EDUCATION; 
EMPLOYMENT OPPORTUNITIES; GRADE 1 
GRADE 11 ; GRADE 12; ♦ INSTRUCT lONA 
MATERIALS; LABOR UNIONS; RESOURCE 
MATERIALS; LABOR LAWS; POST 
SECONDARY EDUCATION; EMPLOYEE 
ATTITUDES; EMPLOYMENT INTERVIEWS; 
♦ EMPLOYMENT SERVICES; JOB' 
APPLICATION; VOCATIONAL EDUCATION 
FEDER'AL PROGRAMS; ♦CONSUMER 

ERIC 
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LCONOMICS; OCCUPATIONAL 
INFORMATION; BUDGETS; FAMILY LIFE 
EDUCATION; FRINGE BENEFITS; VISUAL 
AIDS 

IDENTIFIES - BEGINNING COMPETENCE; 
EMPLOYMENT SKILLS 

ABSTRACT ^ REVIEWED BY AN ADVISORY 
COMMITTED OF SECONDARY SCHOOL 
TEACHERS AND SUPERVISORS AND 
SUPERVISORS Of THE INSTRUCTIONAL 
PLANNING AND SERVICES DIVISION, 
THIS SET OF SPIRAL BOUND STUDENT 
STUDY SHEETS FOR USE IN SENIOR HIGH 
OCCUPATIONAL EDUCATION CLASSES 
INCLUDES SUGGESTIONS FOR TEACHER 
AND STUDENT USE OF THE HANDBOOK, 
INTRODUCTORY ADVICE TO THE STUDENT 
ABOUT OCCUPATIONAL TRAINING, AND 
EIGHT UNITS 10F STUDY. INFORMATION 
ABOUT FEDERAL AND STATE EMPLOYMENT 
LAWS AND PROGRAMS DIRECTLY 
AFFECTING EMPLOYEES, OTHER RELATED 
ASPECTS OF THE ECONOMY, AND A FINAL 
24-PAGE REFERENCE LIST OF POST- 
SECONDARY VOttATIONAL COURSES 
OFFERED IN LtS ANGELES CITY SCHOOLS 
MAKE UP THE Hj\NDBOOK. AIMED AT 
MAKING THE SCHOOL -TO-WORK 
TRANSITION EASIER, THIS STUDENT 
MANUAL INCLUDES SPECIFIC 
INFORMATION ON LABOR UNIONS AND 
MANAGEMENT, FAMILY BUDGETS AND 
CREDIT BUYING, AND SELF-ANALYSIS AS 
AN ASSET IN SUCCESSFUL VOCATIONAL 
PLANNING. A DETAILED SET OF 
INSTRUCTIONS ABOUT OBTAINING AND 
KEEPING A JOB ARE A PART OF THE 
FIRST STUDY UNIT. VARIOUS CHARTS, 
TABLES, AND SAMPLES OF EMPLOYMENT- 
RELATED MATERIAL ILLUSTRATE THE 
STUDY GUIDE. (AG) 

VT 015 134 

WOOD, SANDY 
INSURANCE. 

MESA PUBLIC SCHOOLS, ARIZ. CENTER 

FOR CAREER DEVELOPMENT. 

MF AVAILABLE IN VT-ERIC SET. 

CVTE-T-89 

PUB DATE - ND 53P.PAES !, 

COLLECTION 1 

DESCRIPTORS - ♦EDXATIONAL 
OBJECTIVES.; ♦LESSON PLANS; 
♦ SECONDARY GRADES ;• ♦CURRICULUM 
GUIDES; ♦INSURANCE PROGRAMS; 
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EOUCAT/IONAL FINANte; HEALTH 
INSURfNpf ; VISUAL AIDS; EDUCATIONAL 
KADIO/; ACHIEVEMENT TESTS; RESOURCE 
MATERIALS; ANSWER KEYS; STUDENT 
DfcVE^OPfcD MATERIALS; INSTRUCTIONAL 
MATEKIALS; TEACHING PROCEDURES 
IDENTIFIERS - ATTITUDES 
AFPkECIATIONS; ECONOMIC AWARENESS 



ab/i 



;TRACT - THIS CURRICULUM GUIDE 
.F9R A JUNIOR HIGH SCHOOL COURSE ON 
INSURANCEf WklTltN BY A JUNIOR HIGH 
TEACHER, INTENDS TO DEVELOP 
A'PPRECIATION OF THt VALUE OF LIFE 
And HEALTH INSURANCE, AS WELL AS 
/SOCIAL SECURITY BENEFITS AND OTHER 
'types OF INSURANCE. UNIT GOALS AND 
OBJECTIVES PRECEDE THE ?3 DAILY 
LESSON OUTLINES, WHICH GIVE 
TEACHING PROCEDURES. SUPPLEMENTARY 
MATERIALS INCLUDE A SAMPLE 
INSURANCE CLAIM AND POLICY FOR A 
STUDENT-DEVELOPED INSURANCE 
COMPANY, IN ADDIj|ION TO A TEST WITH 
/AN ANSWER KEY AND A QUIZ. 
WORKSHEETS., TRANSPARENCIES, A 
CROSSWORD PUZZLE, AND A RADIO 
BROADCAST SCRIPT ENRICH THE UNIT. 
(AGI 

VT 015 141 

wood, sandy * 
banking and money. 

mesa public schools, ariz. center 

for career development, 

mf available "in vt-er ic set. 

pub date - no 130p.paes 

collection 

descriptors - ♦resource umts; 
grade 7; grade 6; grade v; 
♦secondary grades; workshfets; 
group tests; ♦banking; ♦financial 
services; instructional materials; 
behavioral objectives; ♦career 
education; economic education; 
teaching procedures; evaluation 
techniques; resource materials; 
marketing; teaching techniques 
identifiers - economic awareness 

abstract - this resource unit on 
banking and money for a junior high 
school class aims to develop both 
an understanding of bankit^ 
services in our economy and the 
ability to use a checking account 



AND OTHER PAYMENT METHODS WISELY. 
THREE .DETAILED PAMPHLETS ARE 
REPRODUCED FOR USE AS RESOURCE 
MATERIALS — "FUNDAMENTAL FACTS ABOUT 
U.S. MONEY, "THE STORY OF CHECKS," 
AND "USING BANK SERVICES." DAY-BY- 
DAY INSTRUCTIONS FOR THE TEACHER 
AND THE STUDENT INCLUDE PROCEDURES 
FOR KEEPING A NOTEBOOK OF CLASS 
ACTIVITIES AND A SCHEDULE FOR 
READING THE THREE BOOKLETS, FILLING 
OUT THE ENCLOSED WORKSHEETS AND 
STUDY SHEETS, AND TAKING TH^ 
PRETEST, QUIZZES, AND THE 60- 
OUESTION FINAL EXAMINATION. "THE 
HOW C WHY OF BANKING" PROVIDES A 
FINAL SERIES OF 29 STUDENT 
WORKSHEETS FBR EVALUATING IN DETAIL' 
THE EXTENT Off UNIT COMPREHENSION. 
TOPICS COVEB^ED FOR DAY 1 THROUGH 12 
INCLUDE THE HISTORY. OF MONEY, 
'•BEHir.'D-THE-'-SCENtS" BANKING 
OPERATIONS INVOLVING THE FfcOW OF 
MONEY AND BANKING SERVICES, AND 
INFORMATION ON BANKING FORMS AND 
STANDARD PROCEDURES SUCH AS SERVICE 
CHARGES AND BANK STATEMENTS. VISUAL 
AIDS SUCH AS CHARTS, 
TRANSPARENCIES, AND SAMPLE CHECKS 
FORM A MAJOR ELEMENT OF THIS 
TEACHING GUIDE. (AG) 

VT 015 204 

COORDINATORS* GUIDE FOR PROGRAMS. 
FOR EDUCATIONAL AND CAREER 
EXPLORATION (P*E.C.E.). 

GEORGIA UNIV., ATHENS. 

MF AVAILABLE IN VT-ERIC SET. 

CVTE-B-18 

PUB DATE - AUG70 178P.PAES 
COLLECTION 

DESCRIPTORS - ♦RESOURCE GUIDES; 
SECONDARY GRADES; CURRICULUM 
GUIDES; TEACHING GUIDES; VISUAL 
AIDS; INSTRUCTIONAL MATERIALS; 
♦LEARNING ACTIVITIES; BEHAVIORAL 
OBJECTIVES; SELF CONCEPT; *CAREER 
education; VOCATIONAL EDUCATION; 
CAREERS; DECISION MAKING SKILLS; 
OCCUPATIONAL INFORMATION; 
OCCUPATIONAL CHOICE; ♦OCCUPATIONAL 
CLUSTERS; RESOURCE MATERIALS 
IDENTIFIERS - CAREER AWARENESS 

ABSTRACT - COMPILED FROM THE 
CONTRIBUTIONS OF LOCAL COORDINATORS 
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WHO^WERE IN TKAINING IN GEORGlJK 
^URING THt SUMMERS OF 1969 AND > 
A970t IHIS Rt SOURCE GUIDE FOR 

Coordinators of programs for 
educational and career exploration 
cpece) in grades 7. 8* and 9t 
includes an introductory rationale 
describing six broad objectives of 
pece and stresses actual work 
participation and jobs dicussions 
based upon self awareness, 

VOCATIONAL INFORMATION, AND 
DECISION MAKING ABILITIES. NINETEEN 
SUGGESTED INSTRUCTIONAL UNITS WITH 
SEPARATE REFERENCE LISTS, A REVIEW 
UNIT, AN EVALUATION SECTION WITH AN 
APPENDIX, A yO-PAGE TABLE OF 
SELECTED OCCUPATIONS CLASSIFIED BY 
GROUP AND LEVEL, AND A DETAILED 
OUTLINE OF AN INITIAL CLASS MEETING 
COMPLETE THt GUIDE. EACH UNIT LISTS 
BEHAVIORAL OBJECTIVES AND PROVIDES 
A VARIETY OF LEARNING FXPFRIENCES 
INCLUDING FIELD TRIPS, SURVEYS, 
CLASSROOM ACTIVITIES, AND VISUAL 
AIDS. AN ORIENTATION TO PECE IN 
DETAILED OUTLINE FORM INCLUDES 
^IIDDITIONAL LEARNING ACTIVITIES AND 
^MATERIALS. DIVIDED INTO THREE 

COLUMNS, THE 50-PAGE OCCUPATIONAL 
CHART LISTS WORK ROLES (VXATIONSI, 
WORK SETTINGS (PLACES OF 
EMPLOYMENT), AND ACTIVITIES 
DIRECTLY RELATED TO THOSE 
OCCUPATIONS. (AG) 

. VT 015 267 

TEACHING TAXES PROGRAM. TEACHER'S 
GUltE. 

DEPARTMENT OF THE TREASURY, , 
WASHINGTON, D.C. INTERNAL REVENUE 
' SERVICE. 
MF AVAILABLE IN VT-ERIC SFT. 
IRS-PUB-19 

PUB DATE - 17 36P. 

DESCRIPTORS - ♦TEACHING GUIDES; 
TRANSPARENCIES; *VISUAL AIDS; 
♦TAXES; EDUCATIONAL OBJECTIVES; 
♦INSTRUCTIONAL AIDS; PUZZLES; 
GOVERNMENT ROLE; ♦FEDERAL 

•GOVERNMENT; LESSON PLANS; ANSWER 
KEYS 

IDENTIFIERS - ♦FEDERAL AGENCIES; 
ECONOMIC AWARENESS; BEGINNING 
COMPETENCE 

erJc 



ABSTRACT - THIS 1972 EDITION OF A 
TEACHING GUIDE FOR A PROGRAM ON 
TEACHING TAXES, WRITTEN BY THE 
INTERNAL REVENUE SERVICE, FORMS 
PART OF A UNIT CONTAINING ALL 
INSTRUCTIONAL MATERIALS FOR THF 
COURSE. FREE TAX GUIDES WILL BE 
SENT TO THE SCHOOLS ORDERING THE 
CORRESPONDING TEXT "UNDERSTANDING 
TAXES." TEACHER FEEDBACK IS ^ 
- ENCOURAGED AND SUGGESTIONS TO THE 
TEACHER ARE GIVEN. THE PROGRAM 
OBJECTIVES INCLUDE PREPARATION OF 
ACCURATE TAX RETURNS, AN 
. UNDERSTANDING OF THE INTERNAL 

REVENUE SERVICE, AND A RECOGNITION 
OF THE IMPORTANCE AND ROlE OF TAXES 
IN OUR SOCIETY. LESSON OBJECTIVES 
FOR THE FIRST FOUR CHAPTERS ARE 
GIVEN, AS WELL AS TWO SAMPLE LESSON 
PLANS. FORM 1040 AND SCHEDULES A 
AND B ARE PRINTED FOR USE AS 
TRANSPARENCIES. A CROSSWORK PUZZLE 
ON TAX TERMS WITH A SOLUTION IS 
INCLUDED, WHICH CAN BE USED AS A 
OUIZ. SOLUTIONS TO PROBLEMS IN THE 
STUDENT TE)rFS, WHICH INCLUDE A 
GENERAL- AND A FARM .EDITION,~^RE 
LISTED. A LiiT O# THE 50 MOST 
COMMON QUESTIONS ABOUT FILING 
INCOME TAX RETURNS COMPLETES THE 
GUIDE. (AG) 

VT 015 321 
INDUSTRIAL BANKING. 

JEFFERSON COUNTY SCHOOL DISTRICT R- 
1, LAKEWOOD, COLO. 
HF AVAILABLE IN VT-CRIC SET. 
PUB DATE - ND 238P.PAES 

COLLECTION 

DESCRIPTORS - RESOURCE MA|:iBftIALS; 
♦TEACHING GUIDES; INSTRUCTIONAL 
MATERIALS; TESTS; COURSE 
OBJECTIVES; ♦BANKING; ECONOMICS; 
♦FINANCIAL SERVICES; ♦BANKING 
VOCABULARY; ♦CREDIT (FINANCE); 
SECONDARY GRADES; LEARNING 
ACTIVITIES 

IDENTIFIERS - ECONOMIC AWARENESS 

ABSTRACT - THIS INSTRUCTIONAL GUIDE 
IS DESIGNED TO AID TEACHERS IN 
CONDUCTING COURSES ON BANKING AND 
FINANCE IN THE SECONDARY GRADES. 
THE GUIDE PROVIDES OBJECTIVES, PRE- 
AND POST-TESTS WITH ANSWERS, 

50 
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RESOURCE PERSONS t LEARNING 
ACTIVITIES, HROfaLtMS AND ANSWERS. 
AND ADDITIONAL RESOURCES FOR UNITS 
ON INDUSTRIAL bANKING, FINANCE 
COMPANIES* COKMEKCIAL BANKING* 
SAVINGS AND LOAN ASSOCIATIONS 
I INCLUDING HOME CLOSINGS)* AND 
CREDIT UNIONS. NUMEROUSE SAMPLE 
FORMS. APPLICATIONS* CHARTS. AND 
EXCERPTS FROM FINANCIAL NEWS 
PUBLICATIONS ILLUSTRATE THE GUIDE. 
lAW) 
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VT OlS 408 ED 062 
BJORAKER. WALTER T. . 
A COURSE OF STUDY IN 
AND COOPERATIVES. 



569 
ED. 

COOPERAT ION 



WISCONSIN UNIV.. MADISON. DEPT. OF 

AGRICULTURAL AND EXTENSION 
: EDUCATION. 

EDAS PRlCfc MF-$0.65 HC-13.29. 

INStRUC-SER-2 
.. PUB DATE - FEe72 65P. 

DESCRIPTORS - *TEACHING GUIDES; 
♦CURRICULUM GUIDES; ♦COOP LRAT IVES ; 
COLLECTIVE SETTLEMENTS; 
ORGANIZATION; MARKETING; HUMAN 
RELATIONS; ♦ADULT EDUCATION; 
SECONDARY GRADES; ♦EXTENSION. . 
EDUCATION; AGRICULTURAL EDUCATION; 
BUSINESS EDUCATION 

ABSTRACT - DESIGNED FOR TEACHERS 
WITH LIMITED TEACHING EXPERIENCE IN 
COOPERATIVES. THIS COURSE OE STUDY 
WAS PREPARED BY SEMINAR STUDENTS 
FOR USE IN HIGH SCHOOL OR ADUlT 
EDUCATION PROGRAMS. AND EMPHASIZES 
THE PRINCIPLES OF COOPERATION. THE 
OPERATION AND MANAGEMENT OF 
COOPERATIVES. AND THE COMMUNICATION 
RfcOUIRED FOR THEIR EFFECTIVE 
FUNCTIONING. UN I TS RE QUIR ING A 
TOTAL OF 20 HOURS OF INSTRUCTION 
INCLUDE: (1) INTRODUCTION, (2) 
TYPES OF BUSINESS ORGANIZATIONS, 
<3) COOPERATIVE PRINCIPLES AND 
PRACTICES, J't) ORGANIZATIONAL 
STRUCTURE, DUTIES, AND * 
RESPONSIblLITItS, Kb) LIFE CYCLE 
A COOPERATIVE, <6) THE FINANCIAL 
STATEMENT, t7) LEGAL ASPECTS OF 
COOPERATIVES, (B) COOPERATIVE 
COMMUNICATIONS, C9) COOPERATIVE 
MANAGEMENT, (10) -COOPERATION AND 
COOPERATIVES IN OUR SOCIETY, 111) 
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HUMAN RELATIONS, (12) MARKETIMGt 
(13) SUPPLY COOPERATIVE, 114) 
CREDIT UNIONf AND ( 15 ) SERVICE 
COOPERATIVES. INSTRUCTIONAL 

Objectives, learning ACTiviTiESt 

TEACHING AIDS, AND REFERENCES 
ACCOMPAUY fcACH UNIT. ADDITIONAL 
LEARNING ACTIVITIES, TEACHING 
AIDES, A GLOSSARY, AND SAMPLE' 
LESSON PLANS ARE APPENDED. (SB) 

VT 015 411 * 

PITT COUNTY MIDDLE GRADES PROJECTt 

i-iii. . r \ 

PITT COUNTY SCHOOLS, GREENVILLE, 
N.C. 

MF AVAILABLE IN VT-ERIC SET. 
CVTE-000553 

PUB DATE - NO 184P.PAES 

COLLECTION y 

descriptors - graoe*^?; grade 8; 
♦curriculum guides; ♦career 
education; self concept; 
♦occupational information; service . 

OCCUPATIONS; PRQF£SSlbNAL 
OCCUPATIONS; EVAL(iH^y:ECHNIQUE5; 
-TECHNICAL OCCUPATintPi^ 

♦INDIVIDUALIZED INSTRUCTION; 
DROPOUT IDENTIFICATION; EDUCATIONAL 
OBJECTIVES; TEACHING TECHNIQUES; 
LEARNING ACTIVITIES; ♦LEARNING 
LABORATORIES; AUDIOVISUAL AIDS; 
K*SOURCE MATERIALS; REFERENCE 
MATERIALS 

IDENTIFIERS - CAREER AWARENESS; . 
.BEGINNING COMPETENCE; ATTITUDES 
APPRECIATIONS 

ABSTRACT - THIS CURRICULUM GUIDE 
FOR A CAREER EDUCATION PROGRAM FOR 
GRADES 7 AND 8 PROVIDES ••HANDS-ON" 
LABORATORY ACTIVITIES BY MEANS OF 
••MODULES," WHICH CONSIST OF SEVERAL 
LEARNING STATIONS FOR CLA.SSROOM 
GROUPS OF SEVERAL STUDENTS APIECE. 
DEALING WITH SERVICE, CLERICAL AND 
SALES, AND PROFESSIONAL AND 
TECHNICAL OCCUPATIONS, THE UNIT 
PROVIDES OPPORTUNITIES FOR SELF' 
APPRAISAL, VOCATIONAL EXPLORATION, 
INDIVIDUALIZED INSTRUCT ION, • AND 
DROPOUT IDENTIFICATION, LEADING 
TOWARDS SUCCESSFUL FUTURE 
EMPLOYMENT, DEVELOPED, FIELD 
TESTED, AND EVALUATED BY A PROJECT 
COMMITTEE OF PITT COUNTY SCHOOLS 
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STAFF, THE GUIDE INCLUDES P»OGRAM 
AND UNIT OBJECTIVES* 3TUDtiNT 
KirAOiNG MATERIALS, WORKSHEETS, 
liSUAL AIliS, TESTS, STUOEiMT 
IRtGtEn EVALUATION SHEETS, AND 
■ REFE»(<fTil£E LISTS. UNIT OUTLi;<tS WITH 
TIME .elOCKS, VOCABULARY LISTS, ANL 
A CONCLUDII>IG LIST UF AUDIOVISUAL 
A^bS.COMPLETE THE UNIT. Tl 
T'ECHNIQUES INCLUDE DISCI 
FIELD TJilPS, ROLE PLAYII 
RESEARCH, AND THE USE OF 
AUDIOVISUAL AIDS. (AG) 




VT 015 421 

OVT EXPLORATORY PROGRAM, 
II, AND III. GRADES 6-B. 
STUDY. 



PHASE I, 
COURSE OF 



PITTSBURGH PUBLIC SCHOOLS, PA. DIV. 

OF OCCUPATIOMAL, VOCATIONAL, AND 

TECHNICAL EDUCATION. 

MF AVAILABLE IN VT-ERlC SET. 

CVTE-C00442 

PUB DATE - JUL71 641P.PAES 
COLLECTION 



m 



DESCRIPTORS - ♦VOCATIONAL 

DUCATION; career tDUCATION; 
INDUSTRIAL ARTS; HOME ECONOMICS; 
business; ♦CURRICULUM GUIDES; ♦TEAM 
TEACHING; ♦STUDENT CENTERED 
curriculum; ACTIVITY LEARNING; 
BEHAVIORAL OBJECTIVES; EVALUATION 
TECHNIQUES; BI BLIOGRAPHlE Si 
OCCUPATIONAL INFORMATION; 
♦SIMULATION; GRADE 6; GRADE 7; 
GRADE 8 

IDENTIFIERS - CAREER AWARENESS; 
ECONOMIC AWARENESS; BEGINNING 
CUMPETENCE 



ABSTRACT - THESE UNEDITED 
COPIES FOR TEAM TEACHING 
PREPARATION CURRICULUMS I 
6,7, AND e FOCUS ON HUMAN 
AND PE.RSONAL DEVELOPMENT, 
PRODUCTION, COMMUNICATION 
CONSUMER EDUCATION IN BUS 
HOME ECONOMICS, AND INDUS 
ARTS. GENERALIZATIONS, GE 
SPECIFIC BEHAVIORAL OBJEC 
EVALUATION TECHNIQUES ARE 
FOR THE STUDENT-CENTERED 
^ACTIVITIES, WITH SUBJECT 
CORRELATIONS IN EACH UNIT 
GRADE 6 CURRICULUM INCLUDJ 
PLANS FOR ORGANIZATION OF 
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LDMPANY.- EXTENDING THE IDEA TO 
DLTAILED PLANS FOR COMPANIES WITH A 
12-WEEK ROTATING SCHEDULE, THE 
GRADE 7 UNIT STRESSING CAREER 
CXPLORATION GIVES THE PROGRAM SCOPE 
AND SAMPLE COMPANY MATERIALS. 
BIBLIOGRAPHIES ARE INCLUDED FOR 
GRADES 7 AND 8. IN GRADE 8, THE 
STUDENTS WILL SELECT A WORK 
CONTRACT WITH PA'Y IN ORDER TO 
PRODUCE GOODS FOR RETAILING. 
VOCATIONAL INFORMATION WILL BE 
PROVIDED IN CONJUNCTION WITH THE 
SIMULATED WORK EXPERIENCES. THE 
GUIDES WERE WRITTEN BY A COMMITTEE 
OF THREE TEACHERS. (AG) 

VT 015 432 

JORDAN, MABEL, COHP. 
ARKANSAS GENERAL COOPERATIVE 
EDUCATION COURSE OF STUDY—FIRST 
YEAR, UNITS I-IV. 

ARKANSAS UNIV., FAYETTE VI LLE . DEPT. 

OF VOCATIONAL EDUCATION. 

ARKANSAS STATE DEPT. OF EDUCATION, 

LITTLE ROCK. DIV. OF VOCATIONALt 

TECHNICAL AND ADULT EDUCATION 

MF AVAILABLE IN VT-ERIC SET. 

CVTE-C00383 

PUB DATE - ND 6l5P.PAeS 

COLLECTION 



DESCRIPTORS - ♦T 
CURRICULUM GUIDE 
EDUCATION; WORK 
PROGRAMS; SECOND 
INDUSTRY RELATIO 
♦COMMUNICATION ( 
COMMUNICATION SK 
♦BUSINESS EDUCAT 
INSTRUCTIONAL MA 
MATERIALS; TRANS 
IDENTIFIERS - CA 
ECONOMIC AWARENE 
SKILLS 



EACHING GUIDES; 

S; ♦COOPERATIVE 

EXPERIENCE 

ARY GRADES; ♦SCHOOL 

NSHIP; 

THOUGHT TRANSFER); 

ILLS; MATHEMATICS; 

ion: LESSON PLANS; 

TERIALS; RESOURCE 

PARFNCIES 

REER AWARENESS; 

SS; EMPLOYMENT 



ABSTRACT - THIS GUIDE CONSISTS OF 
FOUR MANUALS WHICH PROVIDE HIGH 
SLHOOL TEACHER-COORDINATORS WITH 
INFORMATION, TEACHING AIDS, AND 
SUGGESTED TECHNIQUES DESIGNED TO 
AID IN PRESENTING A BEGINNING I- 
YEAR COURSE IN GENERAL COOPERATIVE 
EDUCATION. THE MANUALS WERE ADAPTED 
UNDER THE DIRECTION OF STAFF AT THE 
UNIVERSITY OF ARKANSAS FROM MANUALS 
PRODUCED ORGINALLY BY THE 
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UNIVERSITY OF TtXAS riSTRIBUTlve 
LCKJCATION DfePAKTMENI. TEACHtR 
OBJECTIVtS, STUDENT PERFOKMANLE 
OhJfCTlVES, GENERAL TEACHING 
SUGGESTIONS, AND DETAILED TEACHING 
OUTLINES ARE INCLUDED FOR UNITS ON 
SCHOOL AND BUSINESS RELATIONSHIP 
(WITH FOUR SUP-UNITS), 
COMMUNICATIONS (FIVL SUB-UNITS), 
BASIC MATH, AND ORGANIZATION OF 
BUSINESS AND INDUSTRY (NINE SUB- 
UNITS). THE GUirE PROVIDES VARIOUS 
SAMPLE CHARTS, FORMS, REClJRDS, AND 
RATING SHEETS, SI VERA L SKITS 
ILLUSTRATING SALES TECHNIQUES, AND 
NUMEROUS TRANSPARENCY MASTERS. (AW) 

VT 015 447 ED 063 479 
LEARNING LABORATORIES FOR 
UNEMPLOYED, OUT -OF- SCHOOL YOUTH- 
COMPUTATION SKILLS (WITH FXTENSIVE 
CONSUMER APPLICATIONS). 

NEW YORK STATl EDUCATION C EPT ., 
ALBANY. bUREAU OF CONTINUING 
EDUCATION CUkRICULUM DEVELOPMENT. 
EDRS PRICE MF-$C.65 HC-$3,29, 
PUB DATE - 72 ' 81P . 
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ABSTRACT - PREPARED BY SECONDARY 
lEAcHERS FROM IDEAS SUGGESTED BY AN 
AtVISORY COMMITTEE OF TEACHIRS, 
THIS COMPILATION OF LEARNING 
ACTIVITIES IS DESIGNED FOR USL BY 
MATHEMATICS- INSTRUCTORS TO 
SUPPLEMENT THE CURRICULUM RESOURCE 
HANDBOOK, "LEARNING LABORATORIES 
FOR UNEMPLOYED, OUT -OF SCHOOL 
YOUTH." THE 34 ACTIVITIES, WHICH 
ARE INTENDED TO ORIENT THE 
DISADVANTAGED STUDENT TO THE wOkLD 
OF WORK, EMPHASIZE SUCH TOPICS AS 
BASIC MATHEMATICAL COMBINATIONS, 
MULTIPLICATION, DIVISION, 
BUDGfcTING, BANKING TERMS, USING A 
CHECKING ACCOUNT, AND CREDIT. EACH 
''yiTY CONTAINS THESE COMPONENTS: 

ERIC 



(1) REFERENCE TO THE COMPUT 
SKILLS SECTION OF THE CURRI 
RESOURCE HANDBOOK, 12) OBJE 
(3) TEACHING PROCEDURE, (4) 
EVALUATION SUGGESTIONS, AND 
STUDENT WORKSHEETS WHICH MA 
DUPLICATED AND/OR USED FOR 
TRANSPARENCIES. AN INTROOUC 
SECTION PROVIDES FURTHER 
SUGGESTIONS TO THE TEACHER, 
INCLUDING THE RECOMMENDAT 10 
LEARNING ACTIVITIES BE ORGA 
SHORT, ACHIEVABLE UNITS WHI 
HL GRADUALLY INCREASED WHEN 
STUDENTS' ATTENTION SPAN, I 
AND WORK HABITS I^|>ROVE, A 
f^UBLICATION 15 AVAILABLE AS 
446 IN THIS ISSUE. (SB) 
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VT 015 450 

STENO-SECRETARIAL CURRIfiULUM GUIDE. 

' OREGON STATE BOARD OF EDUCA^TION, 
SALEM. DIV. OF COMMUNITY COLIEGES 
AND CAREER EDUCATION. A 
DOCUMtNT NOT AVAILABLE FROM EDRS.* 
CVTE-000213 

OREGON BOARD OF EDUCATION, 942 
LANCASTER DRIVE N.E., SALEM, OREGON 
97310 ($2.50) 

PUB DATE - MAY70 134P.PAES 
COLLECTION 

DESCRIP'^RS - ♦OCCUPATIONAL 
CLUSTERS; ♦OFFICE OCCUPATIONS 
EDUCATION; ♦CAREER EDUCATION; 
VOCATIONAL DEVELOPMENT; CLUSTER 
ANALYSIS; VISUAL AIDS; ♦RESOURCE 
MATERIALS; FACILITY GUIDELINES; 
BEHAVIORAL OBJECTIVES; COURSE ' 
DESCRIPTIONS; LEARNING ACTIVITIES; 
♦CURRICULUM GUIDES; SECONDARY 
GRADES 

IDENTIFIERS - EDUCATIONAL 
AWARENESS; CAREER AWARENESS 

ABSTRACT - THIS CURRICULUM GUIDE 
FOR A SECRETARIAL AND STENOGRAPHIC 
OCCUPATIONAL CLUSTER IN THE 
SECONDARY GRADES PROVIDES A 
RATIONALE FOR OREGON DEVELOPMENTAL 
CAREER EDUCATION PROGRAMS,. A 
DESCRIPTION OF METHODS USED TO 
ANALYZE VOCATIONAL DATA, VISUAL 
AIDS, TERM DEFINITIONS, AND 
OCCUPATIONAL INFORMATION TAKEN FROM 
THE DICTIONARY OF OCCUPATIONAI, 
TITLES, GEARED TO PREPARE STUDENTS 
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FOR ENTRY-LEVFL JOBS 
SFCONOAkY EDUCATION* 
IRE DEVELOPED BY AN 
.OMMITTEE OF LEADERS 



OR FOR POSl- 
THE hAlcKlALS 
ADVISORY 
IN BUSINESS 



AND INDUSTRY* TfACHFRS* 
CONSULTANTS* AND AOMI KI STKATOKS . 
THE COURSE DESCRIPTIONS INLLULE 
REQUIRED KNOWLEDGE. AND SKILLS* 
BEHAVIORAL OBJECT IVtS* AND 
SUGGESTED LEARNING ACTIVITIES IN A 
THREE-COLUMN CHART FORMAT. RELATED 
ELECTIVE COURSES IN GRADES 11 AND 
12 ARE OUTLINED. THE EXTENSIVE 
APPENDIXES PROVIDE FACILITY 
GUIDELINES* A B IbLlOGRAPHY , A . 
RISOUKCE LIST* AND SURVEY 
QUESTIONNAIRES, USED TO COMPILE 
OCCUPATIONAL INFORMATION. (AG) 

VT 015 467 

.BOHLMAN* HERKtRT W. * AND OTHERS 
INSTRUCTOR'S GUIDE FOR THE 
ACCENT/CONSUMER EDUCATION SERIES. 

FOLLETT EDUCATIC«NAL CORP.* CHICAGO* 
ILL. EDUCATIONAL OPPORTUNITIES DIV. 
DOCUMENT NOT AVAILABLE FROM EDRS. 
VTE-X00716 

OLLETT PUBLISHING COMPANY* 
DIVISION OF FOLLETT CORPORATION* 
lOlC W. WASHINGTON BL VD . * CHI CAGO* 
ILLINOIS 60607 ($2.CK)) 
PUB DATE - 70 61P,PaES 

COLLECTION 

DESCRIPTORS - STUDENT PROJECTS; 
♦TEACHINGoPROCEDURES; »PROBlEM 
SOLVING: ♦TEACHING GUIDES; 
♦CONSUMER EDUCATION; ♦CONSUMER 
ECONOMICS; MONEY MANAGEMENT; 
BIBLIOGRAPHIES; INSURANCE PROGRAMS; 
SECONDARY GRADES; LAWS; QUESTIONING 
TECHNIQUES; RESOURCE MATERIALS; 
MARKETING 

IDENTIFIERS - DECISIONS; 
EDUCATIONAL AWARENESS 



ABSTRACT - THIS TEACHING 
A SERIES OF SIX CONSUMER 
BOOKLETS DEALING WITH CON 

jiCONOMICS* INSURANCE* MON 
MANAGEMENT* AND THE L AW P 
BACKGROUND INFORMATION AN 
.UGGESTIONS INVOLVING THE 

"SUPPLEMENTARY READING MAT 
SUGGESTED PROJECTS* AND L 
ACTIVITIES. FOR EACH OF T 
TOPICS, TEACHING PROCEDUR 



GUIDE FOR 
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SUMER 
EY 
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D TEACHING 
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ERIALS* 
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CONSUMER PROBLEM 
PROJECTS* AND AN 
REFERENCE MATERI 
RESOURCE LIST IS 
GUIDE* WHICH IS 
CHARTS. >f>^OBL EMS 
STATED BY MEANS 
CLASS DISCUSSION 
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VT 015 486 

PREPARING LEARNING UNITS. 

CENTRAL JERSEY INDUSTRY-EDUCATION 
COUNCIL* WOODBRIDGE* N.J. 
MF AVAILABLE IN VT-ERit SET. 
CVTE-C00129 

PUB DATE - ND 22P.PAES 

COLV.CTION 



DESCRIPTORS - ♦MANUALS; 
♦INSTRUCTIONAL IMPROVEMENT; 
♦TEACHER DEVtLOPED MATERIALS; 
♦INSTRUCTIONAL AIDS; ♦STUDENT 
DEVELOPED MATERIALS; INSTRUCTIONAL 
DESIGN; FORMATIVE EVALUATION; 
CONTENT ANALYSIS; LEARNING 
ACTIVITIES; GUIDELINES; 
INSTRUCTIONAL MEDIA; OBJECTIVES; 
CAREER education; EVALUATION 
METHODS 

IDENTIFIERS - EDUCATIONAL AWARENESS 

ABSTRA.CT - THIS MANUAL PROVIDES 
GUIDELINES FOR TEACHER PREPARATION 
OF LEARNING UNITS WHICH WILL 
PROVIDE G0AL5* LEARNING ACTIVITIES 
TO IMPLEMENT SPECIFIC OBJECTIVES, 
INSTRUCTIONS TO THE STUDENT, AMD 
METHODS FOR EVALUATING PERFORMANCE. 
DIRECTIONS FOR LOCATING NEEDED 
RESOURCE AND REFERENCE MATERIALS 
WILL ALSO BE°INCLUDED IN A LEARNING 
UNIT. A 2-PAGE SAMPLE UNIT I« 
ECONOMICS IS PRESENTED TOGETHER - 
WITfeJ" SUGGESTIONS FOR STUDENT 
PARTICIPATION IN EVOLVING LEARNING 
UNITS MODELED ON THOSE PREPARED BY 
THE XEACHER. STUDENT AND TEACHER 
FEEDBACK TO IMPROVE THIS 
INSTRUCTIONAL APPROACH IS 
ENCOURAGED BY ITS DEVELOPERS* THE 
CENTRAL JERSEY INDUSTRY-EDUCATION 
COUNCIL. (AG) 

VT 015 552 
OFFICE CAREERS. 

SYRACUSE CITY SCHOOL DISTRICT, N.Y. 
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AVAUABLt 
C VT£-C003*>1 
PUB DATE - 
COLLECTION 
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DfcSCklPTOk*; - ♦PFPICE nCCUPAT IONS ' 

education; instruct ional materials; 

♦worksheets; ♦LE.AKNING ACTIVITIES; 

♦occupational information; ♦study 
' guides;: units of study (subject 

FIELDS); audiovisual AIDS; PR t 
TESTS; POST TCSTS; INTERVIEWS; 
b IBLlOGRAPHIfiS; GLOSS ARIEf; FIELD 
TRIPS; RESOURCE MATERIALS; VISUAL 
AIDS; REFERENCE BOOKS; SECONDARY 
GRADES 

irfNTIFIEKS - CAREER AWARENESS; . 
OCCUPATIONAL EXPLORATION 

ABSTRACT - THIS OCCUPATIONAL 
EXPLORATION UNIT, WRITTEN BY A 
CAREER' CENTER, PROVIDES STUDENT 
WORKSHEETS ON CAREERS IN OFFICE 
WORK, THE GUIDE DISCUSSES THE 
NATMRE OF JOBS IN bUSINESS, THE JOB 
REQUIREMENTS, THE WORKING 
CONDITIONS, AND THE JOB BENEFITS, 
ENRICHMENT ACTIVITIES, A PRE- AND 
POST-TEST, AND INTERVIEW SHEET, A 
BIBLIOGRAPHY, AND A GLOSSARY ARE 
INCLUDED IN THE INSTRUCTIONAL 
MATERIALS. DRAWINGS ILLUSTRATE THE 
TEXT. TEACHING TECHNIQUES INCLUDE 
THE USE OF AUDIOVISUAL AIDS, A 
FIELD TRIP, AND READING BOOKS, TAG) 

VT 015 580 

COORDINATED VOCATIONAL EDUCATION 
TRAINING. PRELIMINARY DRAFT. 
INSTRUCTIONAL MATERIALS VOCATIONAL- 
RELATED MATH, 

OKLAHOMA STATE DEPT. OF VOCATIONAL 
AND TECHNICAL EDUCATION, 
STILLWATER. 

OFFICE OF EDUCATION (DHEW), 

WASHINGTON, D.C. 

MF AVAILABLE IN VT-ERIC SET. 

CVTe-C00338 

PUB DATE - 71 352P.pAfS 

COLLECTION; DEVELOPMENTS OF THE 
TRAINING INSTITUTE FOR TEACHERS OF ' 
THE HANDICAPPED (DURANT, OKLAHOMA, 
JULY 5-16, 1**71 ) 

DESCRIPTORS - ♦VOCATIONAL 
EDUCATION; BEHAVIORAL OBJlSTIVES; 
♦f'-'^y-MATICAL CONCEPTS; TEACHING 
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PROCEDURES; LEARNING ACTIVITIES; 
♦INSTRUCTIONAL MATERIALS; 
WORKSHEETS; STUDENT TESTING; 'ANSWER 
KEYS; ♦BASIC SKILLS; ♦MATHEMATICS 
CURRICULUM; RESOURCE MATERIALS; 
HUMANITIES; SKILL DEVELOPMENT; 
SECONDARY GRADES 

IDENTIFIERS - EDUCATIONAL AWARENESS 

ABSTRACT - THIS PRELIMINARY DRAFT 
OF INSTRUCTIONAL MATERIALS FOR A 
MATHEMATICS CURRICULUM IN A 
VOCATIONAL EDUCATION PROGRAM 
OUTLINES BASIC CONCEPTS IN WHOLE 
NUMBERS, FRACTIONS, DECIMALS, AND' 
OTHER AREAS. iACH OF THE 20 UNITS : 
CONTAINS GENERAL AND SPECIFIC 
BEHAVIORAL OBJECTIVES, TEACHING 
PROCEDURES, AND LEARNING 
ACTIVITIES. STUDENT WORKSHEETS, 
INFORMATION SHEETS, TES^^5, AND 
ANSWER KEYS ARE INCLUDED. THE 
APPENDIXES INCLUDE RESOURCE LISTS 
AND BEHAVIORAL OBJECTIVES FOR 
ADDITIONAL MATHEMATICS UNITS. THIS 
INSTRUCTIONAL GUIDE. WAS DEVELOPED 
AT A WORKSHOP FUNDED BY THE 
EDUCATION PROFESSIONS DEVELOPMENT 
ACT (EPDA) AND WRITTEN BY TEACHERS, 
VOCATIONAL CONSULTANTS, AND OTHER 
EDUCATORS, (AG) 

VT 015 622 

THE GREGG/MCGRAW-HILL CURRICULUM 
GUIDE FOR OFFICE EDUCATION. 

GI*€GG/MCGRAW-HILL ADVISORY 
C0MMITTEE FOR OFFICE EDUCATION. 
MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - ND 66P.PAES 

COLLECTION 

, ■ 
DESCRIPTORS - ♦CURRICULUM GUIDES; 
♦OFFICE OCCUPATIONS EDUCATION; 
♦CURRICULUM PLANNING; 
♦INSTRUCTIONAL PROGRAMS; POST 
SECONDARY EDUCATION; SECONDARY 
EDUCATION; OFFICE OCCUPATIONS; 
TRAINING OBJECTIVES; ♦RESOURCE 
MATERIALS ; -CURR I CULUM ENRICHMENT; 
STUDENT NEEDS; ADULT EDUCATION; 
TEXTBOOK SELECTION; UNITS OF STUDY 
(SUBJECT FIELDS); BUSINESS 
SUBJECTS; TEACHING GUIDES; COURSE 
DESCRIPTIONS 4 
IDENTIFIERS - EDUCATIONAL 
AWARENESS; CAREER AWARENESS 
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AbSTRA£T - THIS GUIDE TO 
tJRRIUULUMS IN OFFICE OCCUPATIONS 

DUCATION, INTENDED TO ACCOMPANY 
THE ••GRtbG/MCGkAW-HILL PROGRAM 
PLAINING GUILE FOR OFFICE 
EDUCATION," WILL BL USEFUL .FOR 
EDUCATORS PLANNING TRAINING 
PROGRAMS IN b.USINESS EDUCATION ON 
THE SECONDARY, POST-SECONDARY, AND 
AliULT LLVELS* A LIST OF 50 JOB 
TITLES USING BASIC BUSINESS SKILLS 
IS KEYED TO AN INDEX OF 59 * 
INSTRUCTIONAL MODULES FOR OFFICF 
OCCUPATIONS CURRICULUMS. DETAILED 
DFSCRIPTIONS OF THE MODULES PROVIDE 
THE TIME SPAN, ACADEMIC LIVEL, 
COURSE OUTLiNt, OBJECTIVES, COURSE 
PRfREQUI SITLS, PRIMARY SOURCE 
MA'iTtRIALS, AND ENRICHMENT MATERIALS 
FCJR EACH COURSE. THE PRIMARY 
MATERIALS LIST TEXTBOOKS,^ 
WUKKBOOKS, TESTS, AND TEACHING 
GUILES ACCORDING TO GRADE LEVEL AND 
SPECIAL INSTRUCTIONAL NEEDS. AN 
IMPORTANT FEATURE IS THE INCLUSION 
Of CURRENT NET PRICES FOR ALL 
INSTRUCTIONAL MATERIALS. TEACHER- 
•plRECTCD MATERIALS WILL BE PROVIDED 
liFREt TO TEACHERS USING THE 
"CORBESPONDING CLASSROOM TEXTS. THE 
GUIDE, PktPARFD BY THE EDITORS OF 
GREGG/MCGRAW-HILL, CONCLUDES WITH A'V 
4^ MODEL FOR A PROGRAM PLANNING 
=^ORKSilEET. CAG) 
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MINNESOTA MINING AND MANUFACTURING 
CO., ST. PAUL, MINN. LIV. OF VI SUA. 
P RODUCT S . 

DOCUMENT NOT AVAILABLE FROM EDRS. 
CVTE-000726 

3M COMPANY — VISUAL PRODUCTS 

DIVISION, 3M CENTER BLDG. , 200-lOW, 

ST. PAUL, MINNESoIa 55101 

PUB DATE - 71 ' 96P»PAES 

COLLECTION 

DESCRIPTORS - *SIMULATION; ROLE 
^LAVING; *OFFICt PRACTICE; 
PkUDIOVlSUAL AIDS; EVALUATION 
TECHNIQUES; ♦PROGRAM DESCRIPTIONS; 
♦ OFFICE OCCUPATIONS EDUCATION; 
DECISION MAKING SKILLS; MARKETING; 
S O >ARV GRADES; VOCATIONAL 
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DEVELOPMENT; RESOURCE MATERIALS; 
♦TEACHING TECHNIQUES 
IDENTIFIERS - DECISIONS; ATTITUDES 
APPRECIATIONS; CAREER AWARENESS 

ABSTRACT - THIS DESCRIPTION OF AN 
OFFICE SIMULATION PROGRAM FOR A 36- 
WEEK CLASS OF 20 STUDENTS MEETING 
THREE HOURS DAILY, FIVE DAYS A 
WEEK, BRIEFLY EXPLAINS THE EIGHT 
PROGRAM COMPONENT Sis WHICH AIM TO 
DEVELOP DESIRABLE s'^TUDENT ATTITUDES 
FOR WORKING A*4 AN OFFICE. THE 
DOCUMENT C0N5MSTS OF THE FOLLOWING 
OFFICE OCCUPATIONS TRAINING 
MATERIALS: (1) AN OFFICE MANAGER'S 
GUIDE FOR THE TEACHER, (2) AN 
EMPLOYEE HANDBOOK FOR THE STUDENTS, 
(3» TRANSITION VISUALS, COMPRISING 
AUDIOVISUAL AIDS, J4) 50 CRITICAL 
INCIDENTS AND INTERRUPTIONS TO ROLE 
PLAY,-<5) 30 STAFF MEETING UNITS, 
J6) 36 INPUT ENVELOPES CONTAINING 
OVER 1500 LETTERS AS INCOMING MAIL, 
(7) A SPECIAL PROJECTS ;JBO0K FOR 
ADDITIONAL ACTIVITIES, %ND fS ) A 
MASTERS BOOK GIVING BUSINESS FORMS. 
PHOTOGRAPHS ILLUSTRATE THE TEXT, 
DEVELOPED BY THREE PROFESSORS IN 
EDUCATION. SUGGESTIONS FOR STUDENT 
EVALUATION ARE PRESENTED, 
EMPHASIZING DECISION MAKING SKILLS 
AND THE PERFORMANCE OF JOB DUTIES. 
AN ORDER FORM FOR THE COURSE IS 
INCLUDED, IN ADDITION TO A LIST OF 
SUPPLEMENTARY AUDIOVISUAL AIDS WITH 
COSTS* (AG) 

VT 015 628 

REENSTJERNA, SWANNEE 

OFFICE OCCUPATIONS. TEACHER'S 

GUIDE. A UNIT IN PR tVOC AT lONAl 

EDUCATION. 

WILSON AREA VOCATIONAL CENTER, 
COLUMBIA, S.C.;SOUTH CAROLINA STATE- 
DEPT. OF EDUCATION, COLUMBIA. 
OFFICE OF VOCATIONAL EDUCATION. 
MF AVAILABLE IN VT-ERIC SET. 
CVTE-C00415 

PUB DATE - JUN71 48P.PAES 
COLLECTION * 

DESCRIPTORS - ♦OFFICE OCCUPATIONS 
EDUCATION; VISUAL AIDS; BEHAVIORAL 
OBJECTIVES; RESOURCE MATERIALS; 
TEACHING PROCEDURES; SECONDARY 
GRADES; ♦TEACHING GUIDES; UNIT 
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PLAN; •UMTS OF STUDY (SUHJFCT 
FIELDS); ^LEARNING ACIIVITIFS; 
FlEllD TRIPS; TfcACHIN^TECHNIQUES; 
CAREER OPPORTUNITIES; OFFICE 
MACHINES: ♦OFFICE PRACTICE; 
INSTRUCT I ONaI MATERIALS; 
OCCUPATIONAL INFORMATION 
IDENTIFIERS - CAREER AWARtNErSS; 
BEGINNING COMPETENCE 

ABSTRACT - THIS DRAFT FOR A 6-WFEK 
COURSE IN OFFICE OCCUPATIONS FOR 
THE SECONDARY GRADES PROVIDES A 
GUIDE TO 21 LEARNING ACT I \/I TI ES AND 
AN INTRODUCTORY RATIONALE. EACH 
ACTIVJTY CONTAINS A BEHA>aORAL 
OBJECTIVE, MATERIALS LIST3, AND 
TEACHING PROCEDURES. TRANSPARENCIES 
AND CHARTS ILLUSTRATE THE TEXT. THE 
LEARNING EXPERIENCES INCLUDE 
WRITING A CHECK, FILING, USING THE 
TELEPHONE, AN INTRODUCTION TO 
BUSINESS MACHINES AND SHORTHAND, 
AND A FIELD TRIP. TtACHiNG 
TECHNIQUES INCLUDE DISCUSSION, 
DEMONSTRATJON,: AND ' STUDENT 
PARTICIPATION. AN EQUIPMENT AND 
MATERIALS LIST COMPLETES THE UNIT, 
mRITTEN BY a VOCATIONAL CENTER 
TEACHER TQ INCREASE STUDENT 
AWARENESS OF CAREER OPPORTUNITIES 
IN BUSINESS. (AG) 

VT 015 651 ED 065 667 
CRAWFORD, FRED L. 

CAREER Planning for the blind, a 

MANUAL FOR STUDENTS AND TEACHERS. 

HADLEY SCHOOL FOR THE BLIND, 
WINNETKA, ILL. 
VOCATIONAL REHABILITATION 
ADMINISTRATION (DHEW), WASHINGTON, 
D.C.;M0UNT PROSPECT LIONS CLUb, 
I LL. 

LDRS PRICE MF-$0.65 HC-$6.58. 
CVTE-X00696 

THE HADLEY SCHOOL FOR THE BLIND, 
70C ELM STREET, WINNETKA, ILLINOIS 
60093 (PRINT, LG. TYPE, BRAIllE, 
RECORDS, $3.95) 

PUB DATE 66 1 97 P. PA ES 

COLLECTION 

DtSCRIPTORS - ♦CARFfR EDUCATION; 
♦CAREER planning; ♦MANUALS; 
VOCATIONAL COUNSELING; ♦BLIND; 
HANDICAPPED STUDENTS; ♦VISUALLY „ 
"rnYr^CAPPED; INSTRUCTIONAL 57 
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MATERIALS; STUflfcY GUIDES; 

retirement; job placement; 
occupational information; 
vocational rehabilitation; 

TlXTBOOKS; COURSE CONTENT; 
VOCATIONAL DEVELOPMENT; HOME 
WORKBOOKS 
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ABSTRACT - WRITTEN BY THE 
ADMINISTRATOR OF EDUCATION AND 
PROFESSIONAL PLACEMENT SCIENCES OF *' 
THE NEW YORK ASSOCIATION FOR THE 
BLIND (THE LIGHTHOUSE), ThIs MANUAL 
WAS DESIGNED FOR USE IN A CLASSROOM 
SITUATION, IN A TUTORIAL SETTING, 
OR BY A REHABILITATION CENTER AS AN 
INFORMAL TRAINING PROGRAM. IT ALSO 
FORMS THE BASIS FOR A 
CORRESPONDENCE STUDY COURSE AS 
OFFERED BY. THE HADLEY SCHOOL FOR 
THE BLIND. INCLUDED IN %HE MANUAL 
IS INFORMATION ON EVALUATING THE 
LABOR MARKET AND THE WORLD OF WORK 
AND A PRESENTATION OF METHODS AND 
TECHNIQUES FOR SELECTING A JOB. FOR 
THOSE WHO LOSE THEIR SIGHT IN 
ADULTHOOD, SUCH CHAPTERS AS THE ONE 
ON THE EFFECTS OF BLINDNESS IN 
PLANNING FOR EMPLOYMENT CAN HELP IN 
ADJUSTING TO THE NE W|||<VIR0NMEMT OF 
THE BLIND. OTHER CH«KrS DEAL WITH 
TOPICS SUCH AS: II) WRAT IS A 
CAREER? 12) FACTORS THAT MAY 
CONTRIBUTE TO INDIVIDUAL SUCCESS* 
(3) COMMUNITY RESOURCES, (A) 
MEASUREMENT AND EVALUATION, (5) 
-SELF-APPRAISAL, (6) SHOULD YOU HAVE 
HELP IN GETTING A JOB? (7) NEW 
CAREERS IN BUSINESS OR SELF- * 
EMPLOYMENT, AND (8) PLANNING FOR 
RETIREMENT. ALSO INCLUDED ISA 
WORKBOOK FOR CAREER PLANNING. 
(AUTHOR/JS) 

VT 015 688 ED 065 668 

ABSTRACTS OF -INSTRUCTIONAL 
MATERIALS IN VOCATIONAL AND 
TECHNICAL EDUCATION (AIM), VOLUME 
5, NUMBER 3. 

OHIO STATE UNIV., COLUMBUS. CENTER 
FOR VOCATIONAL AND TECHNICAL 
EDUCATION. 

OFFICE OF EDUCATION (DHEW), 
WASHINGTON, O.C.. 
EDRS PRICE MF-$0.95 HC-$6.58. 
PUB DATE - 72 138P. 
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OlSCRIPTORS - *AHS1RACTS; 
/J* INSTRUCTIONAL MATbRIALS; 
^♦VOCATIONAL tDUCATION; *TtCHNICAL 

DUCATION; BUSINESS EDUCATION; 
'AGRICULTUKAL EDUCATION; 
DISTRIBUTIVE EDUCATION; HIALTH 
OCCUPATIONS education; HOME 
ECONOMICS EDUCATION; INDUSTRIAL 
ARTS; TRADE AND INDUSTRIAL 
EDUCATION; ♦INDEXES (LOCATERS); 
CLEARINGHOUSt S; CAREER EDUCATION 

AbSTRACT - THIS UUARTERLY 
PUBLICATION ANNOUNCES THE 
AVAILABILITY OF INSTRUCTI fNAL 
MATERIALS ACuUIRED AND PROCESSED BY 
THE EDUCATIONAL RESOURCES 
INFORMATION CENTER (ERIC) 
CLEARINGHOUSE ON VOCATIONAL AND 
TECHNICAL EDUCATION, IT SHOULD BE 
OF PARTICULAR INTEREST TO. TlACHtRSt 
CURRtCULUM SPECIALISTS, 
SUPCRS^ISORS, AND ADMINISTRATORS 
INVOLVED IN CURRICULUM DEVELOPMENT 
OR THE USE OF INSTRUCTIONAL 
MATERIALS IN THE TE ACHI N(i-LEA RNlNb 
SETTING. EACH ABSTRACT, A 
CONDENSATION OF 1 HE REPORT IN AB.OUT 
)200 WORDS, USUALLY INCLUDES THE 
MEANS USED TO DEVELOP THE MATERIAL, 
THE SETTING FOR USE OF THE 
MATERIAL, AND SOURCt OF AVAILABLE 
COPIES. AUTHOR, SUBJECT, AND 
DOCUMENT NUMBER INDEXES PROVIDE 
ENTRY TO THE ABSTRACTS. MOST UF THE 
D0C(5MtNTS WHICH HAVE NOT BEEN 
AfMNOUNCED IN "RESEARCH IN 
EDUCATION** ARE AVAILABLE AS A 
SEPARATE MICROFICHE SET FROM THE 
ERIC DOCUMENT REPRODUCTION SERVICE 
AS ED 063.502. OTHERS ARE AVAILABLE 
FROM THE SOURCE IDENTIFIED IN THE 
ABSTRACT, (CD) 

VT 015 705 

A WORKSHOP REPORT ON A PROGRAM FOR 
GENERAL CLERICAL OCCUPATIflNS 
CURRICULUM GUIDE (A T RI AL «EPORT ) • 

OHIO STATE DEPT. OF EDUCATION, 
COLUMBUS i DIV. OF VOCATIONAL 
EDUCATION. 

MF AVAILABLE IN VT-ERIC SET. 
LbULL-8 

^INSTRUCTIONAL MATERIALS LABORATORY, 
THE OHIO State UNIVERSITY, 18 85 
NtIL AVENUE, COLUMBUS'^ OHIO 43210 
(S4.15) 



PUB DATE - 71 357P.RE»*t)RT 

OF GENERAL CLERICAL CURRICULUM 
WORKSHOP (BOWLING GREEN, OHIO, JUNE 
?1-JULY 2, 1971) 

DESCRIPTORS - Ii^STRUCTIONAL 
MATERIALS; ♦CURRICULUM GUIDES; 
♦ BUSINESS EDUCATION; BUSIf^ESS 
SUBJECTS; ♦OFFICE OCCUPATIONS 
EDUCATION; ♦INTEGRATED CURRICULUM; 
STUDENT DEVELOPED MATER TALS ; 
MANUALS; ♦SIMULATION; GRADE 11; 
GRADE 12; TEACHING PROCEDURES; 
PROGRAM CONTENT; RESOURCE 
MATERIALS; VISUAL AIDS; ^.EARNING 
LABORATORIES; VOCATIONAL INTERESTS; 
BEHAVIORAL OBJECTIVES; STUDE«^ 
EVALUATION ™ 
IDENTIFIERS - CAREER AWARENESS; 
BEGINNING COMPETENCE 

ABSTRACT - T^IS TRIAL EDITION OF AN 
INTERDISCIPLINARY INTEGRATED 
CURRICULUM GUIDE IN BUSINESS AND 
OFFICE OCCUPATIONS EDUCATION 
CONTAINS AN OFFICE SIMULATION GUIDE 
FOR- GRADE 12 AND UNITS FOR 

GRADE 11 GIVING INSTRUCTIONAL ^ 
MATERIALS AND TEACHING PROCEDURES 
FOR: (1) AN INTRODUCTION TO THE 
OFFICE, (2) OFFICE SERVICES, (3) 
BANKING, (4) MONEY MANAGEMENT, 
INSURANCE, AND BOOKKEEPING, AND (5) 
JOB ORIENTATION. SUGGESTIONS ARE 
PROVIDED FOR DEVELOPMENT OF A 
CLERICAL REFERENCE MANUAL BY EACH 
STUDENT, FOR USE DURING THE SENIOR 
PROGRAM AND ON THE JOB. A 3-HOUR 
TIME BLOCK HAS BEEN USED AS A BASIS 
FOR PLANNING THE TIME PERIODS IN 
THE GUIDE. EACH OF THE FIVE GRADE 
11 UNITS INCLUDES BEHAVIORAL 
OBJECTIVES, LEARNING ACTIVITIES 
WITH RATIONALES, AND SUPPLEMENTARY 
MATERIALS fUCH AS STUDENT 
fcVALUATI-ON FORMS AND RESOURCE 
LISTS. VISUAL AIDS AND AODI TIONAL 
SOURCE MATERIALS ARE G|VEN lU THE 
GRADE 12 SIMfeltATlON MANUAL.' 
REVIEWED BY A GENERAL CLERICAL 
CURRICULUM WORKSHOP OF VOUTIONAL 
AND SENIOR HIGH EDUCATORS, THE 
CURRICULUM GUIDE PROVIDES TEACHING 
SUGGESTIOf^S AMD DETAILED UNIT 
OUTLINES. (AG) 

VT 015 710 ED 063 503 
ALLEN, THOMAS R., JR. 
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COOfFKATlVE VUCAflONAL EDUCATION 
COORDINATOR'S HANDROt)K. VtlLUHl lit 
OPERATION AND At'MINISTKAT ION. 

MARSHALL UNI V.t HUNTINGTON, W .VA. 
DEPT. OF VOCATIOf*AL -TECHNICAL 
EDUCATION. 

ttRS PKIGt MF-$0.65 hC-$3.29. 
PUb DATE - 72 72P. 

DLSCRIPTORS - ♦COOPERATIVE 
LOUCATION; *PkOCKAM GUIDES; PROGRAM 
PLANNING; ♦PROGRAM ADMINISTRATION; 
♦PROGRAM COORDINATION; SECONDARY 
EDUCATION; AfiULT EDUCATION; 
legislation; RESEARCH NEEDS; 
ADVISORY COMMlTTtES; YOUTH LLUBS; 
♦PROGRAM EVALUATION; CHECK LISTS 
ICEMTIFIERS - BEGINNING COMPETENCE » 

ABSTRACT - DEVELOPED AS THE SECOND 
PART OF A 2-VOLUMl PROGRAM GUIDE* 
THIS DOCUMENT SHOULD 5E OF 
PARTICULAR INTEREST TO COOK D I NA TORS 
AND ADMINISTRATORS OF COOPERATIVE 
VOCATIONAL EDUCATION PROGRAMS ON 
BOTH THE SECONDARY AND POST 
StCONDARY LEVELS. MAJOR SECTIONS OF 
THE GUIDE ARE: (1) PLANNII4G 
ACTIVITIES FOR COOPERATIVE 
VOCATIONAL EDUCATION PROGRAMS, (2) 
ADVISORY COMMITTEE, (3) YOUTH 
ORGANIZATIONS, (4) EXISTING 
VOCATIONAL YOUTH 1J(»C»WI ZAT ION S, i t>) 
AtOLT EDUCATION, ■ (fi^f FEDERAL AND 
STATE LAWS, AND 17) PROVICir*. FOR 
RESEARCH IN COOPERATIVE VOCATIONAL 
EDUCATION. CHECKLISTS FOR THE 
EVALUATION OF CnOPERATtVE PROGRAMS 
AND RELATED §,FCTIONS. 5F THE WEST 
VIRGINIA STATE PLA.\ ARE ALSO 
INCLUDED. VOLUME I OF THIS PROGRAM 
GUIDE IS AVAILABLE AS' VT 015 711, 
IN THIS ISSUE. (JS) 

VT 015 711 ED 063 504 
ALLEN, THOMAS R. , JR. 
COOPERATIVE VOCATIONAL EDUCATION 
COORDINATOR'S HANDBOOK. VOLUME I. 

MARSHALL UNIV., HUNTINGTON, W.VA. 
DEPT. OF VOCATIONAL-TECHNICAL 
EDUCATION. 

EDRS PRICE MF-$0.65 HC-$6.58. 
PUB DATE - 72 103P, 
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EDUCATIONAL PHILOSOPHY; EDUCATIONAL 
OBJECTIVES; TEACHING METHODS; 
TLACHER ROLE; ♦INSTRUCTOR 
COORDINATORS; OCCUPATIONAL 
GUIDANCE; ♦PROGRAM COORDINATION; 
PUBLIC RELATIONS: SECONDARY 
EDUCATION; POST SECONDARY 
EDUCATION; ♦PROGRAM PLANNING 
IDENTIFIERS - BEGINNING COMPETENCE 

ABSTRACT - DEVELofeo AS THE FIRST 
PART OF A 2-VOLUME PROGRAM GUIDE, 
THIS DOCUMENT SHOULD BE USEFfL TO 
PLANNERS OF COOPERATIVE VOCATIONAL 
EDUCATION PROGRAMS IN BOTH THE 
SECONDARY AND POST-SECONDARY 
EDUCATION LEVELS- DISCUSSED IN THE. 
PROGRAM GUIDE ARE: II) THE 
PHILOSOPHY AND OBJECTIVES OF 
COOPERATIVE VOCATIONAL EDUCATION, 
12} THE ROLL OF THE TEACHER- 
COORDINATOR, 13) TEACHING 
REQUIREMENTS, CA) THE FUNCTIONS 01^ 
GUIDANCE, (5) COORDINATION 
ACTIVITIES, AND (6) PUBLIC 
RELATIONS TECHNIQUES- SAMPLES OF 
MATERIALS DEALING WITH STUDENT'S 
APPLICATION AND PLACEMENT, INTEREST^ 
QUESTIONNAIRE,- WEEKLY PRODUCTION M 
REPORT, AND, INSTRUCTOR'S COMMUNITY 
SURVEY, TRAINING PLAN, AND . i 

COORDINATION RECORD ARE INCLUDED- J , 
VOLUME II OF THIS PROGRAM GUIDE" IS - '-i' 
AVAILABL'E AS VT 015 710, IN THIS " . . 
ISSUE. US) ' . 

■-■■■■^ ' 
VT 015 712 ED 063 505 
BUSINESS AND OFFICE EDUCATION — . 
IN5#flUCTI0NAL MATERIALS, 

■V 

'OHIO STATE UNIV., COLUMBUS. CENTER t 
F.OR VOCATIONAL AND TECHNICAL ' ^ I - 
EDUCATION.. . : 5 ' ^ 

NATIONAL CENTER FOR EDUCATMNAt' 
RESEARCH AND"* DE VELOPMENT (DHEW/0E), . 
WASHINGTON, D.C. ,v 
EDRS PRICE MF-$0.65 HCi-$6.*5^6. 
OtG-3-7-000158-2037 ' ' 

'BIB-SER-9 BR-7-0168 • , .i 

SUPERINTENDENT QF DOCUMENTS^ g.S. ^ 
GOVERNMENT PRINTING OFFlCf,' . . 1. 
WASHINGTON, D.C. 20402 ' ' > 

PUB DATE - 72 ' : . V * 

•128P. COMPILATION OF ABSTRACT^ FROM 
ABSTRACTS OF INSTRUCTION.AL. 
MATERIALS IN VOCATIONAL AND 
TECHNICAL EDUCATION, l967/l971. 
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DESCRIPTORS - ♦INSTRUCTIONAL 
MATERIALS; ^ABSTRACTS: *RtSOURCE 
PUIDES; ^BUSINESS EDUCATION; OFFICE 

CCUPA7I0NS EDUCATION; SECONDARY 
GRADES; POST SECONDARY GRADES; 
ADULT EDUCATION; CAREER EDUCATION: 
♦INDEXES ILOCATERS) 



ABSTRACT - THIS COMPILATION 
PRESENTS OVER 200 RESUMES OF 
INSTRUCTIONAL MATERIALS IN BUSINESS 
AND OFFICE EDUCATION, MHICH HAVE 
APPEARED QUARTERLY IN "ABSTRACTS OF 
INSTRUCTIONAL MATERIALS IN 
VOCATIONAL AND TECHNICAL EDUCATION* 
tAlMlt FALL 1967 THROUGH FALL 1971 • 
RESUMES COVER A BROAD RANGE OF 
FIELDS AND OCCUPATIONS SUCH AS 
ACCOUNTING, BObKKEEPINGf BUSINESS 
XOMINISTRATION, OFFICE MAr^AtEM^NTt „■ 
RECOROKEEPINGvt AND ST ENOGR/^P^H Y.. t,HE- 

resumes are arranged in ascend^ifjc 
order according to an acc essi t3n > 
Number: a nd i nc l ud e th e f o llow-in g ^• 

Jt^NFCmHATION: II) AUTHOR^li)* ('21 ■ 
^ ITvLr,; • 1*3 ) I NST itUT lONA L SOUR CE , . 
UisK'SPONSORING AGENCV* • (5). GRANT, ^ 
CmfrftA^t, AND PROGRAM AREA NUMBERS, 

C6)Vreport and .bureaiU numbe'rs , 17) 

S.QyRCtS, OF AVAILABlLlTYt <lBi ^ 
^ D^CRlPTORS AND ID^TIFIERS WM^ 
-^■^rHARACTERIZEi^ THE ef)lNTB«8LTS OF Th^ 
OjOCUMENT, AND L^) AN «§STRACr^F . 
tt^E DOCUMENT. A.UTHOtfVt SUBJECT-f Af*b' 
\ CONVERSION OF DOCUMENT NUMBER 

EXES ARE INtLUDEO 1$ HELP LOCATE 
^frillp-vABSTftACT^ bY PAGE NUMBER AND ^\ 
^ACCESSION NUMBERA'THE fULL TEItS CIF 
1OOCUMENTS AKE WaJLABU/ROM THE 
"OKiGINAL SOURCES' bR ;^FROf|\^R^t 
d'OCUMENT. RE^RODjJCTI on* SERVICE 
t EDRS ), aTs MlCRQ^lCrtfc OR XEfcOX . 
EPIiiODUCT I ONS • A SA MP LE * R E S UM E. ^jWD 
ToRDERING' INFOKM/lTION' FDR AIM Jt^JO" '. 

EDRS REPRODUCTTON ARE PROVIDED INf 
'7fN INTRODl^CTOR^Y SECTION. 1^) ' 

. V > 'A -- % :* 
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GRADES: SECONDARY GRADES; ♦RESOURCE 
UNITS: ^AUDIOVISUAL AIDS: 
FILMSTRIPS; ♦BIBLIOGRAPHIES; / 
INSTRUCTIONAL AIDS; CAREER 
EDUCATION . V 

IDENTIFIERS - CAREER AWARENESS 

ABSTRACT - THIS, CATALOG OF RESOURCE 
MATERIALS FOR CAREER EDUCATION 
INSTRUCTION PROVIDES A BIBLIOGRAPHY 
OF BOOKS LISTED ALPHABETICALLY BY 
AUTHOR, FILM LOOPSt SOUND 
FILMSTRIPS. USING RECORDS AND 
CASSETTES, KITS, PUZZLES, AND FIELD 
TRIPS, AS WELL AS A LIST OF FREE 
AND INEXPENSIVE EDUCATIONAL 
MATERIALS. DEVELOPED BY THE 
EXEMPLARY PROJECT STAFF, LINCOLN 
COUNtY BOARD OF EDUCATION, WEST 
VIRGINIA, IN SEPTEMBER 1971 , THIS 
SOURCE GU'lbE COVERS A WIDE RANGE OF 
INSTRUCTIONAL MATERIALS, WITH GRADE 
LEVELS SPECIFIED BY THEIR 
PUBLI'SHERS, AVAILABLE FOR LOAN FROM 
THE: CURaiCULUM AUDIO-VISUAL CENTER 
TO JOUCATIdNAL PERSONNEL IN LINCOLN 
COtpTY. THE SUGGESTED FIELD TRIPS 
ARE GROUPED ACCORDING TO GRADE 
LEVEL. Si^CGEST IONS FROM TEACHERS TO 
IMPROV%.THE GUIDE ARE WELCOMED* 
J AG J 

VT 015 '788'- 

INVESTIGATIfIG .CAREER OPPORTUNITIES 
FOR THE FUTURE.* CURRICULUM GUIDE 
/'-I TENTATIVE);*' • 

LITTL€ WK public SCHOOLSt ARK. 
ARKANSAS STATE -BOARD OF VOCATIONAL 
PDUCATIOKlr. LITTCE ROCK. 
MF AVAILABLE "VT-ERIC SET. 
CVTE-C 00385-X -C C E M 
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4 *CURRICULUM guides; 
DEVELOPMENT; ♦SECONDARY 
grades; LEARNING LABORATORIES; 
♦SIMULATION; ♦OCCUPATIONAL 
CIUSTERS; TEACHING PRXEDURES; 

visual; Ai,DS; behavioral objectives; 

ESOURCE MATERIALS; INDUSTRIAL 
ARTS; HOME ECONOMICS; BUSINESS; 
OfeCUPATIQNAL INFORMATION; TESTS; 
ANSWER. KEYS; INSTRUCTIONAL AIDS 
IDENTIFIERS - CAREER AWARENESS 
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CUll^ICUL/UM GUIDE ON CAREEk 
EXPLORATION FOR THE JUNIOR HIGH 
SCHOOL GRADES CONTAINS SIMULATED 
WORK EXPERIENCES IN LABOKATGKIES 
FOR OClduPATIONAL CLUSTERS IN 
INDUSTRIAL ARTSt HOME ECONOMICS, 
AND B^SINtSS EDUCATION. DEVfLUPED 
BY A CURRICULUM COMMITTER OE 
EUICATOHS IN THESE SUBJECT AREAS, 

THE Unit includes teaching 

PROCEDURES CORRELATED TO RESOURCE 
materials SUCH AS HANDOUTS AND 
TRANSPARENCIES. BEHAVIORAL 
OBJECTIVES, OCCUPATIONAL 
INFORMATION, PRE- AND POST-TESTS, 
AND OTHER EVALUATION METHODS ARE ' 
Also provided, answer KEYS ARE 
GIVEN FOR THE TESTS AND WORKSHEETS. 
FIVE SUPPLEMENTARY FORMS COMPLETE 
THE INSTRUCTIONAL MATERIALS. (AG) 

VT.015 827 ED 065 670 

OFFICIAL OCCUPATIONAL SKILLS 
PROGRAMK HANDBOOK. VOCATIONAL- 
TbCHNlcW EDUCATION. A HANDBOOK FOR 
THE OCCUfATIONAL SKILLS PROGRAM FOR 
SPECIAL ■'tDUCATION STUDENTS. 

HAWAII STATE DEPT. OF EDUCATION, 
HONOLULU. OFFICE OF INSTRUCTIONAL 
SERVICES . 

EDRS PRICE MF-$0.65 HC-$6.58. 

PUB-TAC-72-A221 

PUB DATE - 71 129P. 

DESCRIPTORS - SECONDARY GRADES; 
HANDICAPPED STUDENTS; ♦SPECIAL 
EDUCATION; SERVICES? *VOCATIONAL 
DEVELOPMENT; BEHAVIORAL OBJECTIVES; 
♦JOB SKILLS; PROGRAM DESCRIPTIONS; 
RESOURCE MATERIALS; LEARNING 
ACTIVITIES; OCCUPATIONAL CLUSTERS; 
PROGRAM EVALUATION; BIBLIOGRAPHIES; 
♦PREVOCATIONAL EDUCATION; 
GUIDELINES; EMPLOYMENT 
OPPORTUNITIES; MANUALS; ♦TEACHING 
GUIDES; SKILL DEVELOPMENT 
IDE^^■.IFIERS ~ CAREER AWARENESS; 
BEGINNING COMPETENCE 

ABSTRACT - THIS HANDBOOK, FOR USE 
IN A PREVOCATIONAL PROGRAM 
PROVIDING SPECIAL EDUCATION 
STUDENTS IN HIGH SCHOOL WITH 
OCCUPATIONAL SKILLS, PROVIDES 
GUIDELINES AND TEACHING PROCEDURES 
FOR USE IN IMPLEMENTING A PROGRAM 
AT DISTRICT OR SCHOOL^ LEVEL . AN 
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OVERALL DESCRIPTION OP THE PROGRAM 
DELINEATES ROLES AND 
RESPONSIBILITIES OF ALL PROGRAM 
PARTICIPANTS, AND SUGGESTED 
OCCUPATIONAL SKILLS UNITS PROVIDE 
LEARNING ACTIVITIES FOR THE 
HANDICAPPED, RESOURCE LISTS, AND 
BEHAVIORAL OBJECTIVES FOR SPECIFIC 
JOBS WITHIN NINE OCCUPATIONAL 
CLUSTERS. FOR EACH OF THOSE JOBS OR 
GROUPS OF JOBS, RELATED SUBJECT 
AREAS AND MATERIALS LISTS ARE 
CORRELATED WITH SPECIFIC 
OCCUPATIONAL EXPERIENCES. PROGRAM 
EVALUATION SHEETS, A VOCABULARY 
LIST, A BIBLIOGRAPHY* AND 
GENERALIZATIONS FOR CAREER 
EDUCATION COMPLETE THE HANDBOOK, 
DEVELOPED BY TEACHERS, COUNSELORS, 
ADMINISTRATORS, AND REPRESENTATIVES 
FROM ORGANIZED LABOR. (AG) 

VT 015 946' 

COOPERATIVE BUSINESS EDUCATION. 
COURSE OUTLINE. AUTHORIZED COURSE 
OF INSTRUCTION FOR THE QUINMESTER 
PROGRAM. 

DADE COUNTY PUBLIC SCHOOLS, MIAMI, 

FLA. DIV. OF VOCATIONAL, TECHNICAL 

AND ADULT EDUCATION. 

MF AVAILABLE IN VT-ERIC SET. 

PUB DATE - 71 61P. 

DESCRIPTORS - ♦COOPERATIVE 
education; ♦BUSINESS EDUCATION; 
♦UNITS OF STUDY (SUBJECT FIELDS); 
TEACHING TECHNIQUES; yr 

bibliographies; instructional ^ 
innovation; ♦money management; 
behavioral objectives; budgeting; 
unemployment insurance; workmans 
compensation; instructional 
materials; insurance programs; 
taxes; parliamentary procedures; 
course descriptions; youth clubs 
identifiers - economic awareness 

abstract - these two units of study 
make, up 45-hour course outlines in 
cooperative business education, one 
covering personal budgetiff^ and 
finance, and the other introducing 
the studenr to cooperative 
vocational education programs. both 
courses require prior acceptance 
into the cooperative business 
education program for dade county. 
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(DEVELOPED BY INSTRUCTIONAL AND 
VSUPERVISORY PfRSONNELt AN ADVISORY 
^tOMNlTTEEf AND THE VOCATIONAL 
"tACHER EDUCATION SERVlCt t THE 
UNITS HAVE BEEN APPROVED BY THE 
DADE COUNTY VOCATIONAL CURRICULUM 
COMMITTEE. THE MONEY MANAGEMENT 
COURSE INCLUDES INFORMATION ON 
SOCIAL SECURITY, UNEMPLOYMENT 
INSURANC€t WORKMEN'S COMP ENSATI ONt 
INCOME TAX* AND INSURANCE. THE 
VOCATIONAL EDUCATION COURSE 
DISCUSSES THE PROGRAM BACKGROUNDt 
THE VOCATIONAL EDUCATION CLUBSt AND 
PARLIAMENTARY LAW. TEACHING 
TECHNIQUES FOR THE UNITS INCLUDE ' 
CLASS DISCUSSIONSf LECTURES* 
DEMONSTKATIONSf RESOURCE SPEAKERS, 
AND THE USE OF AUDIOVISUAL AIDS. A 
BIBLIOGRAPHY AND A SAMPLE POST TEST 
WITH AN ANSWER KEY COMPLETE EACH 
UNIT. EACH UNIT CONTAINS GENERAL 
AND SPECIFIC PERFORMANCE 
QbJECTIVESf A CURRICULUM 
DESCRIPTION, AND A LIST OF 
SUBTOPICS GIVING SUGGESTED 
CLASSROOM HOURS. (AG) 



T 015 947 

DIVERSIFIED COOPERATIVE TRAINING. 
COURSE OUTLINE. AUTHORIZED COURSE 
OF INSTRUCTION FOR THE UUINHESTER 
PROGRAM. O 

DADE COUNTY PUBLIC SCHOOLS, MIAMI, 

FLA. 01 V. OF VOCATIONAL, TECHNICAL 

AND ADULT EDUCATION. 

MF AVAILABLE IN VT-ERIC SET. 

PUB DATE - 71 TOP. 

DESCRIPTORS - *C00PERATIVE 
EDUCATION; *VOCATIONAL EDUCATION; 
.GRADE 11; GRADE 12: ♦INDIVIDUALIZED 
INSTRUCTION; BEHAVIORAL OBJECTIVES; 
TEACHING techniques; OCCUPATIONAL 

Choice: vocational interests; 
Instructional aids; skilled 
occupations; *industrial education; 

business education; PROGRAM 
DESCRIPTIONS; LEARNING ACTIVITIES 
IDENTIFIERS - CAREER AWARENESS; 
ECONOMIC AWARENESS; BEGINNING 
COMPETENCE 



EDUCATION INCLUDE AN OVERVIEW OF 
OCCUPATIONS IN BUSINESS AND 
INDUSTRY FOR USE WITH THE COURSE ON 
THE HISTORY AND CONCEPTS OF 
VOCATIONAL EDUCATION AND A MORE 
ADVANCED COURSE OUTLINING STEP-BY- 
STEP TRAINING PROGRAMS FOR 
INDIVIDUALIZED JOB INSTRUCTION. 
THIS COURSE ON OCCUPATIONAL SKILLS 
SPECIFICALLY RELATES CLASSROOM 
TRAINING TO ON-THE-JOB EXPERIENCE. 
DEVELOPED BY INSTRUCTIONAL AND 
SUPERVISORY PERSONNEL, AN ADVISORY 
COMMITTEE, AND THE VOCATIONAL 
TEACHER EDUCATION SERVICE, THE 
' UNITS HAVE BEEN APPROVED BY THE 
DADE COUNTY VOCATIONAL CURRICULUM 

' COMMITTEE. TEACHING TECHNIQUES 
INCLUDE ROLE PLAYING, LECTURES, 

i DISCUSSIONS, DEMONSTRATIONS, AND >. 
THE USE OF AUDIOVISUAL AIDS. f 
INDIVIDUAL PROJECTS, FIELD TRIPS, 
AND BUZZ SESSIONS ARE ALSO 
SUGGESTED. EACH COURSE CONTAINS h 
CURRICULUM DESCRIPTION, PREFACE, 
GENERAL AND SPECIFIC PERFORMANCE 
OBJECTIVES, A BIBLIOGRAPHY AND A ' 
SAMPLE POST TEST WITH AN ANSWER 
KEY. THE UNIT SUBTOPICS GIVE 
SUGGESTED TIME ALLOTMENTS* (AG) 

VT 015 953 

BUSINESS EDUCATION. AUTHORIZED 
COURSE OF INSTRUCTION FOR THE 
QUINMESTER PROGRAM. 

DADE COUNTY PUBLIC SCHOOLS, MIAMI, 
FLA. DIV. OF INSTRUCTION. 
MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - 71 203P. 

DESCRIPTORS - *BUSINESS €DUCATION; 
♦BUSINESS SKILLS; BEHAVIORAL 
OBJECTIVES; ♦COURSE DESCRIPTIONS; 
♦UNITS OF STUDY (SUBJECT FIELDS); 
CURRICULUM GUIDES; ♦TEACHING 

guides; secondary grades; pr^actical 
mathematics; resource materials; 
typewriting; visual aids; 
bookkeeping; stenography; 
transportation; teaching 
procedures; testing; answer keys 
identifiers - begiw ing competence 



ABSTRACT - THESE THREE UNITS OF 
STUDY MAKING UP 45-HOUR 
INTRODUCTORY COURSES FOR GRADES 11 
AN^12 IN COOPERATIVE VOCATIONAL 
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ABSTRACT - THESE SEVEN UNITS OF 
STUDY MAKING UP SEPARATE TEACHING 
GUIDES FOR BUSINESS EDUCATION 
COURSES ON THE SECONDARY LEVEL 
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INCLUDE INTRODUCTIONS TO 
BOOKKEEPINGt MACHINE SHORTHAND 
THEORY* TYPING, AND BUSINESS MATH. 
MORE ADVANCED UNITS IN TYPING AND 
MATH SKILLS IN BUSINESS ARE ALSO 
FKOVIDEO. AN INNOVATIVE UNIT ON 
TRANSPORTATION COMPLETES THIS SET 
OF CURRICULUMS. WRITTEN BY VARIOUS 
EDUCATORS AND APPROVED BY A 
BUSINESS EDUCATION ADVISORY 
COMMITTEE FOR DADE COUNTY* FLORIDA* 
EACH GUIDE CONTAINS COURSE 
DESCRIPTIONS* ENROLLMENT 
GUIDELINES* TEACHING SUGGESTIONS* 
PERFORMANCE OBJECTIVES* AND AN 
OUTLINE OF COURSE CONTENT. IDEAS 
FOR LEARNING ACTIVITIES AND 
EVALUATION PROCEDURES* TOGETHER 
WITH STUDENT AND TEACHER DIRECTED 
RESOURCE LISTS* COMPLETE THE 
INSTRUCTIONAL MATERIALS. 
SUPPLEMENTARY MATERIALS INCLUDE A 
WIDE RANGE OF UNIT TESTS WITH 
ANSWETi KEYS^AND SEVERAL SAMPLE 
VISUAL AIDS. (AG) 



VT 015 959 
PILUSO* GENEVIEVE 
SECRETARIAL CLUSTER 



PROGRAM, 



LEBANON UNION HIGH SCHOOL* ORE. 
MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - 72 33P .PAES 

COLLECTION 

DESCRIPTORS - *UCCUPATI ON AL. 
CLUSTERS; *SECRETARIES; EDUCATIONAL 
OBJECTIVES; *RESOURCE MATERIALS; 
VISUAL AIDS; ♦OFFICE OCCUPATIONS 
EDUCATION; ♦PROGRAM DESCRIPTIONS; 
CURRICULUM GUIDES; COMMUNICATIONS; 
COOPERATIVE PROGRAMS; ON THE JOB 
TRAINING; JOB APPLICATION; 
SIMULATION 

IDENTIFIERS - CAREER AWARENESS; 
BEGINNING COMPETENCE; EMPLOYMENT 
SKILLS 

ABSTRACT - THIS SPIRAL BOUND 
RESOURCE GUIDE* WRITTEN bY A HIGH 
SCHOOL TtACHtR FOR A SECRETARIAL 
CLUSTER PROGRAM* PRESENTS GENERAL 
AND SPECIFIC COURSE AND BEHAVIORAL 
OBJECTIVES* A LIST OF SECRETARIAL 
OCCUPATIONS* STUDENT APPLICATION 
FORMS* AND EMPLOYER WORK EXPERIENCE 
FORMS. VOCATIONAL COURSES IN THE 
StCHETARIAL FIELD ARE DESCRIBED, 



FOCUSING ON A COURSE IN SECRETARIAL 
PRACTICE. THIS CURRICULUM OUTLINES 
BUSINESS MACHINES NEEDED, TEACHING 
PROCEDURES, AND COURSE 
REQUIREMENTS. STUDENTS WILL COMPILE 
A HANDBOOK, WORK IN A SIMULATED 
MODEL OFFICE* AND ACQUIRE 
COOPERATIVE ON-THE-JOB WORK 
EXPERIENCE. PROCEDURES FOR FIELD 
TRIPS AND DETAILS. OF OFFICE 
SIMULATION ARE DISCUSSED. DIAGRAMS 
ILLUST^IATE THE TEXT. CAG» . 

VT 015 987 

PROGRAM DEVELOPMENT FOR 
DISADVANTAGED STUDENTS IN 
VOCATIONAL EDUCATION. SUMMARY 
REPORT OF 1970 SUMMER PROGRAM. 

OMAHA PUBLIC SCHOOLS, NEBR. DEPT. 
OF VOCATIONAL AND ADULT ObuCATION. 
MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - AUG70 41P. 

DESCRIPTORS - ♦DISADVANTAGED YOUTH; 
♦COURSE DESCRIPTIONS; ♦PROGRAM 
DEVELOPMENT; ♦UNITS OF STUDY 
(SUBJECT FIELDS); CHECK LISTS; ^ 
BEHAVIORAL OBJECTIVES: EVALUATION W 
CRITERIA; ♦VOCATIONAL EDUCATION; 
DELINQUENT IDENTIFICATION; DROPOUT 
IDENTIFICATION; INDUSTRIAL 
EDUCATION; APPLIANCE REPAIRING; 
HOME FURNISHINGS 
IDENTIFIERS - EDUCATIONAL 
AWARENESS; BEGINNING COMPETENCE; 
ATTITUDES APPRECIATIONS 

ABSTRACT - THIS PROJECT REPORT OF A 
1970 SUMMER PROGRAM, INTENDED TO 
AID EARLY TEACHER IDENTIFICATION OF 
DISADVANTAGED STUDENTS AND TO 
PREPARE INSTRUCTIONAL MATERIALS AND 
PROCEDURES FOR USE BY DISADVANTAGED 
STUDENTS IN VOCATIONAL EDUCATION, 
PROVIDES A BASIS FOR FURTHER 
EXPANSION OF MATERIALS IN THIS 
AREA. A TWO-PAGE CHECKLIST OF 
GENERAL AND SPECIFIC 
CHARACTERISTICS CONTRIBUTING TO 
IDENTIFICATION OF THE DISADVANTAGED 
STUDENT HAS BEEN EVOLVED. 
VOCATIONAL EDUCATION UNITS WITHIN 
SPECIFIC INSTRUCTIONAL AREAS IN 
AGRICULTURE, BUSINESS AND INDUSTRY, 
OFFICE OCCUPATIONS, AND HOME 
ECONOMICS ARE BRIEFLY DESCRIBED. 
SLIDE-TAPF PRESENTATIONS CONSTITUTE 
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THE HAJOR TEACHING APPROACHrS. 
^SUGGESTED TEACHING ACTIVITIES AND 

IPTIONS ARE LISTED WITHIN EACH 
'SHORT UNIT OUTLINE . A MORE DETAILED 
INDUSTRIAL EDUCATION UNIT INCLUDES 
GENERAL AND SPECIFIC GOALS AND 
OBJECTIVES INVOLVING STUDENT 
PERFORMANCE OF HOME MAINTENANCE 
TASKSt WITH ACTIVITIES RELATED TO 
THE UPKEEP OF FURNITURE AND ' 
ELECTRICAL APPLIANCES. COMMENTS BY 
THE II MEMBERS OF THE "PROJECT 22* 
COMMITTEE ARE INCLUDED. THE PROJECT 
GROUP CONSISTED OF AN ASSISTANT 
SUPERINTENDENTt A SUPERVISORt A 
PROJECT LEADER t AND OTHER EDUCATORS 
IN VOCATIONAL EDUCATION. (AG) 

VT 016 002 

WORK EXPERIENCE EDUCATION: 
MISCELLANEOUS LAP SHEETS. 

FULLERTON UNION HIGH SCHOOL 
DISTRICT, CALIF. 
HF AVAILABLE IN VT-ERIC SET. 
PUB DATE - ND 69 P. 
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escriptors - ^vocational 
education; *work experience 
programs; ^secondary grades; 
♦learning activities; self concept; 
behavioral objectives; 
instructional materials; vocational 
development; ♦vocational interests; 
job application; humanities; 
employment interviews; employee 
attitudes; career change 
identifiers - career awareness; 
learning activity packages; laps 

abstract - this group of seven 
separate guides for vocational 
orientation briefly describes 
learning^activities in a se ni 0m|| 
high. work experience program 
involving self assessment to 
achieve career goals. a rationale, 
performance objectives, pre- and 

POST-TESTS WITH ANSWER KEYS, fiko AN 

• activity outline are provided for 
Each booklet, a wide range of 
topics* includes job interviews, 

i^employee attitudes, job changing, 

PaND RELATIONSHIPS WITH CO-WORKERS. 
(AG) 



VT 016 005 

ft ct>i.rTAL NEEDS 
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INSTRUCTIONAL PROGRAM FOR THE 
MENTALLY, PHYSICALLY AND SOCIALLY 
HANDICAPPED {INDIVIDUALS IN GENESEE 
COUNTY, MICHIGAN. 

GENESEE AREA SKILL CENTER, FLINT* 
MICH. 

MICHIGAN STATE DEPT. OF EDUCATION, 

LANSING. ;OFFICE OF EDUCATION 

(DHEW), WASHINGTQ|I, D.C. 

MF AVAILABLE IN \rT-ERIC SET. 

PUB DATE - JUN72 1I3P. 

DESCRIPTORS - ♦SPECIAL EDUCATION? 
SPECIAL PROGRAMS; ♦PROGRAM 
DESCRIPTIONS; ♦UNITS OF STUDY 
(SUBJECT FIELDS); ♦HANDICAPPED 
STUDENTS; BEHAVIORAL OBJECTIVES; 
GUIDELINES; STUDENT EVALUATION; 
PROGRAM EVALUATION; HUMAN SERVICES; 
RESOURCE MATERIALS; SECONDARY 
GRADES; CAREER PLANNING; VOCATIONAL 
DEVELOPMENT; ♦PREVOCATIONAL 
EDUCATION 

IDENTIFIERS - BEGINNING COMPETENCE; 
EMPLOYMENT SKILLS 

ABSTRACT - THIS REPORT DESCRIBES A 
PROGRAM IN VOCATIONAL PREPARATION 
FOR SEMI-SKILLED OCCUPATIONS GEARED 
TOWARD THE HANDICAPPED STUDENT WITH 
SPECIAL NEEDS. INTENDED FOR USE AS 
A RESOURCE GUIDE AS WELL AS A 
PROGRESS REPORT FOR THIS 
PREVOCATIONAL PROGRAM, THE UNIT ^ 
PRESENTS GENERAL AND SPECIFIC 
BEHAVIORAL OBJECTIVES, TEACHING 
GUIDELINES, AND STUDENT EVALUATION 
SHEETS. CURRICULUM OUTLINES FOR 10 
SUBJECT AREAS WITH OPERATIONAL 
NOTES ARE GIVEN. THESE 
INSTRUCTIONAL UNITS COVER A WIDE 
RANGE OF TOPICS SUCH AS DRIVER 
EDUCATION* MECHANICAL OCCUPATIONS, 
AND HEALTH OCCUPATIONS. PHOTOGRAPHS 
ILLUSTRATE THE TEXT. (AG) 

VT 016 050 • 

BOOKKEEPING I AND BOOKKEEPING II 
(MECHANIZED ACCOUNTING). COURSE OF 
STUDY . 

PITTSBURGH BOARD OF PUBLIC 

EDUCATION, PA. DEPT. OF CURRICULUM 

AND INSTRUCTION. 

MF AVAILABLE IN VT-ERIC SET. 

CVTE-000776 

PUB DATE - JUL71 13AP.PAES 
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COLLECTION 

DESCKIPTORS - *CURRICULUM GUICjES; 

bibliographies; behavioral 
objectives; resource materiai^; 
^bookkeeping; *vocational ^ 
education; evaluation techniques; 
learning activities; teaching 
procedures; ^business subjects; 

«ACTiyiT#UNITS; VOCATIONAL 
DEVELOPMENT; DEVELOPMENTAL 
PROGRAMS; SECONDARY GRADES 
. IDENTIFIERS - BEGINNING COMPETENCE; 
CAREER AWARENESS; EDUCATIONAL 
AWARENESS 

ABSTRACT - THIS CURRICULUM GUIDE 
FOR TWO DEVELOPMENTAL OCCUPATIONAL 
PREPARATION COURSES IN BOOKKEEPING 
FOR THE SECONDARY GRADES PROVIDES 
0 ACTIVITY UNITS FOCUSING ON A WIDE 
RANGE OF BUSINESS SUBJECTS RELATED 
TO DATA PROCESSING, ACCOUNTING, AND 
FINANCE. GfcNERAL PROGRAM OBJECTIVES 
AND A RESOURCE LIST PRECEDE THE 15 
UNITS OF STUDY, EACH INCLUDING 
SPECIFIC BEHAVIORAL OBJECTIVES, A 
SUGGESTED TIME ALLOTMENT, AND ^ 
RESOURCE MATERIALS. GENERALIZATIONS 
ARE CORRELATED WITH SUGGESTED 
LEARNING ACTIVITIES FOR EACH UNIT, 
AND A BIBLIOGRAPHY IS GIVEN. THE 
INTKDDUCTORY kATIONALF STATES THAT 
THE BEGINNING BOOKKEEPING COURSE 
PROVIDES BACKGROUND REQUIREMENTS 
FOR SOME ENTRY LEVEL POSITIONS AND 
THE MORE ADVANCED COURSE PROVIDES 
TRAINING FOR FURTHER STUDY OF 
ACCOUNTING OR IMMEDIATE POST- 
GRADUATE EMPLOYMENT. THIS GUIDE WAS* 
DEVELOPED BY A CURRICULUM COMMlTTtE 
OF SUPERVISORS, ADMINISTRATORS, AND 
OTHER EDUCATORS IN BUSINESS 
EDUCATION AND CURRICULUM 
DEVELOPMfcNT. (AG) 

VT 016 100 

BUSINESS LAW. A COURSE OF STUDY FOR 
SENIOR HIGH SCHOOLS. 

LOS ANGELES CITY SCHOOLS, CALIF. 
DIV. OF INSTRUCTIONAL FLAWING AND 
SERVICES. 

MF AVAILABLE IN VT-ERIC 
PUB-SC-6 30 

PUB DATE - 67 46P . 

DESCRIPTORS - *CURRICULUM GUIDES; 



♦SECONDARY GRADES; ^BUSINESS 
EDUCATION; *LAW INSTRUCTION; GRADE 
12; ^LEARNING ACTIVITIES; 
BEHAVIORAL OBJECTIVES; RESOURCE 
MATERIALS;) GOVERNMENT 
(ADMINISTRATIVE BODY); VOCACiULARY; 
REVIEW (REEXAMINATION) 
IDENTIFIERS - ECONOMIC AWARENESS 

ABSTRACT - THIS CURRICULUM GUIDE 
FOR A SEMESTER-LENGTH GRADE 12 
COURSE IN BUSINESS LAW INCLUDES 11 
UNITS OF STUDY, EACH WITH SPECIFIC 
OBJECTIVES, COUR# OUTLINE, 
LEARNING ACTIVITIES, VOCABULARY 
LISTS, AND QUESTIONS FOR REVIEW AND 
EVALUATION. A LIST OF EIGHT GENERAL 
COURSE OBJECTIVES PRECEDES A 
SUGGESTED TIME SCHEDULE, RESOURCE 
LISTS* AND A DESCRIPTION OF A MOOT 
CASE FOR ROLE PLAYING. THE UNIT 
TOPICS RANGE FROM PROPERTY LAWS TO 
EMPLOYER EMPLOYEE RELATIONS. THIS 
GUIDE WAS DEVELOPED BY A CURRICULUM 
COMMITTEE OF HIGH SCHOOL TEACHERS 
AND A CURItrCULUM CONSULTANT. (AG) 

VT 016 115 

CONSUMER EDUCATION PROGRAMMED 
LEARNING INSTRUCTION IN 
INSTRUCTOR'S HANDBOOK. 

NORTHERN ILLINOIS UNIV., DEKALB. 
ALPHA PHI CHAPTER OF DELTA PI 
EPSILON. 

MF AVAILABLE IN VT-ERIC SET. 
CVTE-000799 

DELTA PI EPSILON NATIONAL OFFICE, 
GUSTAVUS ADOLPHUS COLLEGE, ST. 
PETER, MINNESOTA 56082 ($.50) 
PUB DATE - 70 33P.PAES 

COLLECTION ^ 

DESCRIPTORS - ♦CONSUMER feOUCATION; 
♦TEACHING GUIDES; ♦PROGRAMED 
INSTRUCTION; ♦TEACHING PROCEDURES; 
♦BEHAVIORAL OBJECTIVES; SECONDARY 
GRADES; MARKETING; MANUALS; 
CONSUMER ECONOMICS 
IDENTIFIERS - ECONOMIC AWARENESS 

ABSTRACT - THIS TEACHING MANUAL IS 
FOR USE WITH A SERIES OF CONSUMER 
EDUCATION PROGRAMED INSTRUCTION 
UNTTS, AVAILABLE AS VT 016 116 
THROUGH VT 016 129 IN THIS ISSUE. 
IT PROVIDES SUGGESTIONS FOR THE 
TEACHER ON PROCEDURES FOR USING THE 
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PROGRAMED STUDY MATERIALS AfO 
BEHAVIORAL OBJECTIVES FOR EACH 
INIT. BEHAVIORAL UOALS IN THE FORM 
IF GENERAL PRINCIPLES OF CONSUMER 
PURCHASING ARE DETAILED. THESE 
UNITSf DEVELOPED BY AN HONORARY 
BUSINESS FRATERNITY, WERE FIECO 
TESTED IN GRADES 9 THROUGH 12. (AG) 

016 11« ' 

CONSUMER EDUCATION PROGRAMMED 
LEARNING INS,TRUC1I0N IN GENERAL 
PRINCIPLES OF CONSUMER PURCHASING. 
UNIT I. 

NORTHERN ILLINOIS UNIV.» DEKALB. 
ALPHA PHI CHAPTER OF DELTA PI. 
CPSILON. 

MF AVAILABLE IN VT-ERIC ShT. 
CVTE-00G799 

DLLTA PI fcPSILON NATIONAL OFFICE. 
GUSTAVUS ADOLPHUS COLLEGE. ST. 
PETERt MINNES'OTA 5608? ($.50) 
PUb DATE - 70 25P.PAES 

COLLECTION 

DESCRIPTORS - ♦CONSUMER EDUCATION; 
• PRCGRA-MED MATERIALS; ♦CONSUMER 
)eCONOMICS; •MONEY MANAGEMENT; 
ANSWER j^EYS; STUDENT CENTERED 
CURRICULUM; VISUAL AIDS; MARKETI 
SECONDARY GRADES 

IDENTIFIERS - ECONOMIC AWARENESS 

ABSTRACT - THIS FIRST UNIT IN A 
SERIES OF 12 ON CONSUMER EDUCATION 
CONTAINS PRO(>HAMED ^EARNING 
MATERIALS WHICH DEAL WITH GENERAL . 
PRINCIPLES OF CONSUMER PURCHASING. 
WRITTEN IN NARRATIVE FORM WITH 
SPACES FOR ANSWERS, THE UNIT 
REQUIRES THE STUDENT TO FILL IN 127 
RESPONSES, FOR WHICH AN ANSWER KEY 
IS GIVEN. THESE UNITS WERE 
DEV£LOPE,D BY AN HONORARY BUSINESS 
FRATERNITY. (AG) 

VT 016 117 

CONSUMER EDUCATION PROGRAMMED 
LEARNING INSTRUCTION IN BUDGETING 
AND MANAGING MONEY. UNIT II. 

NORTHERN ILL INOl S UNI V. , DEKALB. 
ALPHA PHI CHAPTER OF DELTA PI 
EPSILON. 

MF AVAILABLE IN VT-ERIC S£T. 
CVTfc-000799 

DELTA PI EPSILON NATIONAL OFFICE, 
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GUSTAVUS ADOLPHUS COLLEGE, ST. 
PETER, MINNESOTA 56062 ((.501 
PUB DATE - '70 20P.PAES 

COLLECTION 

. DESCRIPTORS - ♦CONSUMER EDUCATION; 
'♦PROGRAMED MATERIALS; ♦CONSUMER 

ECONOMICS: ♦MONEY MANAGEMENT; 

ANSWER KEYS; STUDENT CENTERED 

CURRICULUM; ♦BUDGETINGS MARKETING; 

SECONpARY GRADES 

IDENTIFIERS - ECONOMIC AWARENESS 

ABSTRACT - THJS SECOND UNIT IN A 
SERIES OF. 12 ON CONSUMER EDUCATION 
CONTAINS PROGRAMED. LEARNING 
MATERIALS WHICH DEAL WITH BUDGETING 
AND MONfeY MANAGEMENT. WRITTEN IN 
NARRATIVE FORM WITH SPACES FOR 
ANSWERS, THE UNIT REQUIRES THE 
STUDENT TO FILL IN 87 RESPtDNSES, 
FOR WHICH AN ANSWER KEY IS 
PROVIDED. THESE UNITS WERE 
DEVELOPED BY- AN HONORARY BUSINESS 
FRATERNIlW. (AG> 

VT 016 118 

CONSUMER EDUCATION PROGRAMMED 
LEARNING INSTRUCTION IN USING { 
CONSUMER CREDIT WISELY. UNIT III. 

NORTHERN ILLINOIS UNIV., DEKALB. 
1^ ALPHA PHI CHAPTER OF DELTA PI 
' EPSILON. 

MF AVAILABLE IN VT-ERIC SET. 

CVTE-000799 

DELTA PI EPSILON NATIONAL OFFICE, 
GUSTAVUS ADOLPHUS COLLEGE, ST. 
PETER, MINNESOTA 56082 (S.SO) 
PUB DATE - 70 19P.P'AES 

COLLECTION 

DESCRIPTORS - ♦CONSUMfER EDUCATION; 
♦PROGRAMED MATERIALS; ♦CONSUMER 
ECONOMICS; ♦MONEY MANAGEMENT; 
ANSWER KEYS; STUDENT CENTEREO 
CURRICULUM; ♦CREDIT (FINANCE); 
MARKETING; SECONDARY GRADES 
IDENTIFIERS - ECONOMIC AWARENESS 

ABSTRACT - THIS THIRD UNIT IN A 
SERIES OF 12 ON CONSUMEJ^ EDUCATION 
CONTAINS PROGRAMED LEARNING 
• MATERIALS WHICH DEAL WITH USING 
CONSUMER CREDIT WISELY. WRITTEN IN 
NARRATIVE FORM WITH SPACES FOR 
ANSWERS, THE UNIT REQUIRES THE 
STUDENT TO FILL IN 71 RESPONSES, 
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FOR WHICH AN ANSWER KEY IS GIVEN. ' 
THESE UNITS WERE DEVELOPED BY AN 
HOIORARY BUSINESS FRATERNITY. (AG) 

VT 016 119 

CONSUMER EDUCATION PROGRAMMED 
LEARNING INSTRUCTION IN BUYING 
GUOOS tFOOD). UNIT IV « PART I . 

NORTHERN ILLINOIS UNIV.« DEKALB. 
ALPHA PHI .CHAPTER OF DELTA PI 
• EPSILON. 
MF AVAILABLE IN VT-ER IC SET. 
CVTfc-000799 

DELTA PI EPSILO'n NAT! ONAL OFF IC t , 
GUSTAVUS ADOLPHUS COLLEGE t ST. 
PETtRt MINNESOTA 56082 <tl.0O) 
PUB DATE - 70 39P.PAES 

COLLECTION 

DESCRIPTOkS. - ♦CONSUMER EDUCATION; 
♦PROGKAMEO MATERIALS; ^CONSUMER 
ECONOMICS; *MOAEY MANAOC^ENT; 
ANSWER KEYS; STUDENT. CENTERED 
CURRICULUM; MARKETING; ♦FOOD; 
•SECONDARY GRADES 

•IDENTIFIERS - ECONOMIC AWARENESS 

AhSTRACT - This FOURTH UNIT (PART 
I) IN, A SERIES OF 12 ON CONSUMER 
EDUCATION CONTAINS PROGRAMED 
LEARNING MATERIALS WHICH DEAL WITH 
BUYING FOOD. WRITTEN :1N NARRATIVE 
FORM WITH SPACES FOR ANSWERSt THE 
UNIT REQUIRES THF STUDENT TO FILL 
IN 140 RESPONSESt FOR WHICH AN 
ANSWER KEY IS GIVEN. THESE UNITS 
WERt DEVELOPED BY AN HONORAKY 
BUSINESS FRATERNITY. (AG) 

VT 016 120 

CONSUMER EDUCATION PROGRAMMED 
LEARNING INSTRUCT ION IN BUYING 
GOODS (CLOTHING).. UNIT IV, PART II. 

NORTHERN ILLINOIS UNIV., DEKALB. 
ALPHA PHI CHAPTER OF DELTA PI 
tPSlLON. 

MF AVAILABLE IN VT-ER IC SET. 
CVTE'000799. 

DELTA PI EPSILON NATIONAL OFFICE, 
GUSTAVUS ADOLPHUS COLLEGE, ST. 
PETER, MINNESOTA 56C82 ($.50) 
PUB DATE - 70 31P.PAES 

COLLECTION 

DESCRIPTORS - ♦CONSUMER EDUCATI(!iN; 
♦PROGRAMED MATERIALS; ♦CONSUMER 
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ECONOMICS; ♦MONEY MANAGEHCNT; 
ANSV^ER KEYS; STUDENT CENTERED 
CURRICULUM; MARKETING; ♦CLOTHING; 
SECOKlDARY GRADES ,y 
IDENTIFIERS - ECotiOMlC AWARENESS 

AHSTRACT - THIS FOURTH UNIT (PART 

II) IN A SERIES OF 12 ON CONSUMER 
EDUCATION CONTAINS PROGRAMED" 
LEARNING MATERIALS»WHICH DEAL-'WITH 
BUYING CLOTHING. WRITTEN IN 
NARRATIVE FORM WITH SPACES- FOR * 
A-NSWERS, THE UNIT RE WIRE THE > 
STUDENT TO FILL "IN 182 RESPONSES, 

FOR Which an answer key is given* 

THESE UNITS WERE DEVELOPED BY AN 
HONORAKY BUSIflESS FRATERNITY. (AG) 

VT 016 121 

CONSUMER EDUCATION PROGRAMMED 
LEARNING INSTRUCTION IN BUYING 
GOODS (HOUSEHOLD FURNISHINGS AND 
APPLIANCES). UNIT IV, PART III. 

NORTHERN ILLINOIS UNIV., pEKALB.^ 
ALPHA , PHI CHAPTER OF DELTr PI 
EPSILON. 

MF AVAILABLE IN VT-ERIC SET. 
CVTE-COO'199 

DELTA PI^EPSILON NATIONAL OFFICE, 
GUSTAVUS ADOLPHUS COLLEGE,. ST. 
PETER, MINNESOTA 56082 ((.50) 
PUB DATE - 70 36P.PAES 

COLLECTION 

DESCRIPTORS - ♦CONSUMER EDUCATION; 
♦PROGRAMED MAT&RIALS; ♦CONSUMER 
ECONOMICS; ♦MONEY HANAGENBIT; 
ANSWER KEYS; STUDE»IT CENTERED 
CURRICULUM; MARKETING; ♦HOME 
FURNISHINGS; SECONDARY GRADES 
IDENTIFIERS - ECONOMIC AWARENESS 

ABSTRACT - THIS FOURTH UNIT (PART 

III) IN A SERIES OF 12 ON CONSUMER 
EDUCATION CONTAINS PROGRAMED 
LEARNING MATERIALS WHICH DEAL WITH 
BUYING HOUSEHOLD FURNISHINGS AND 
APPLIANCES. WRi/TEf* IN NARRATIVE 
FORM WITH SPACES FOR ANSWERS, THE 
UNIT REQUIRES THE STUDENT TO FILL 
IN 125 R&SPONSES, FOR WHICH AN 
ANSWER l#ir IS GIVEN. THESE UNITS 
WERE DEVELOPED BY AN HONORARY 
BUSINESS FRATERNITY. (AG) . 



VT 016 122 

CONSUMER EDUCATION 



PROGRAMMED 



ERIC 



Business AN u office 
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LIAHNING INSTHUCIION IN bUYING 
SEHVICES. UNIT V. 

€fcRTHERM ILLINOIS UNIV., DEKAuB. 
ALPHA PHI CHAPTtR Of DtLTA >>I 
EPSlLON. 

MP AVAILABLE IN VT-EKIC SET. 
CVTE-000799 

DELTA PI EPSILON NATIONAL OFFICE, 
GUSTAVUS ADOLPHUS COLLEGE, ST. 
PETEK, MINNESOTA 56082 U.50I 
PUB DATE - 70 2 3P.PAES 

COLLECTION 

DESCRIPTORS - •CONSUMER EDUCATION; 
♦fROGRAMlD MATERIALS! ♦CONSUMFR 
ECONOMICS; ♦MONEY MANAGEMENT; 
ANSmER KtYS; STUDEMT CENTERED 
CURRICULUM; MARKETING; HUMAN 
SERVIC^tS; ♦SERVICES; SECONDARY 
GRADES 

IttfcNTIFIEKS - ECONOMIC AWARtNESS 

ABSTRACT - THIS FIFTH UNIT IN A 
SERIES OF 12 ON CONSUMER EDUCATION 
CONTAINS PROGRAMED LEARNING 
MATERIALS WHICH DFAc WITH BUYING 
;ERVICES. WRITTEN IN NARRATIVt FORM 
fiTH SPACES FOR ANSWERS, THir UNIT 
REQUIRES THE STUDENT TO FILL IN 115 
RESPONSES, FOR WHICH AN ANSWER KEY 
IS GIVEN. THESE UNITS WERF ^ 
OEVELOPED' by AN HONORARY BUSINESS 
FRATERNITY. « AG I 

VT 016 123 

CONSUMER EDUCATION PROGRAMMED 
LEARNING INSTRUCTION IN PURCHASING 
AND MAINTAINING AUTOMOTIVE PRODUCTS 
AND SERVICES. UNIT VI. 

NORTHERN ILLINOIS UNIV., DEKALB. 
ALPHA PHl CHAPTER OF DELTA PI 
EPSILON. 

MF AVAILABLE IN VT-ER IC SET. 
CVTE-00079V 

DELTA PI EPSILON NATIONAL OFFICE, 
GUSTAVUS ADOLPHUS COLLEGE , ST. 
PETER, MINNESOTA 56082 ($.501 
PUB DATE - 70 BQP.PAES 

COLLECTION 

J)FSCRIPTORS - ♦CONSUMER EDUCATION; . 

'PROGKAMED MATERIALS; ♦QONSUMFR ^ 
"ECONOMICS; ♦MONEY MANAGEJiilNT ; 
ANSWER KEYS; STUDENT ^CENTERED 
CURRICULUM; MARKETING; ♦MOTOR 
vehicles; SECONDARY GRADES 



1^ 



IDENTIFIERS - ECONOMIC AWARENESS 

ABSTRACT - THIS SIXTH UNIT IN A 
SERIES OF 12 ON CONSUMER EDUCATlOf* 
CONTAINS PROGRAMED LEARNING ^ 
MATERIALS WHICH DEAL WITH 1 
AUTOMOTIVE PURCHASING AND UPKEEP. ■ 
WRITTEN IN NARRATIVE F.ORM WITH 
SPACES FOR ANSWERSt THE UNIT 
REQUIRES THE STUDENT TO FILL IN 178 
RESPONSES FOR WHICH AN ANSWER KEY' 
IS GIVEN. THESE UNITS WERE 
DEVELOPED BY AN HONORARY BUSIMES^ 
FRATERNITY. fAG) 

VT 016; 124 

CONSUMER EDUCATION PROftRAMMED 
LEARNING INSTRUCTION IN USIUP 
LEISURE TIME, ENERGY, AND MflNEY. 
UNIT VII. 

NORTHERN ILLINOIS UNIV., DEKALB. 
ALPHA PHI CHAPTER OF DELTA PI 
EPSILON. 

MF AVAILABLE IN VT-ERIC SET. > 
CVTE-000799 

DELTA PI EPSILON NATIONAL OFFICEr 
GUSTAVUS ADOLPHUS COLLEGE, S^. 
PETER, MINNESOTA 56082 ($.501 
PUB DATE r 70 15P.P*ES 

COLLECTION 

DESCRIPTORS - ♦CONSUMER EDUCATION; 
♦PROGRAMED MATERIALS; ♦CONSUMER ~ 
ECONOMICS; ♦MONEY MANAGEMENT; 
ANSWER KEYS; STUDENT CENTERED 
CURRICULUM; MARKETING; ♦LEISURE 
TIME; SECONDARY GRADES 
IDENTIFIERS - ECONOMIC AWARENESS 

ABSTRACT - THIS SEVENTH UNIT IN A 
SERIES OF 12 ON CONSUMER EDUCATION 
CONTAINS PROGRAMED LEARNING 
MATERIALS WHICH DEAL WITH USING , 
LblSURF TIME WISELY. WRITTEN IN 
NARRATIVE FORM WITH SPACES FOR 
ANSWERS, THE UNIT REQUIRES THE 
STUDENT TO FILL IN 46 RESPONSES FOR 
WHICH AH ANSWER KEY IS GIVEN. THESE 
UNITS, WERE DEVELOPED BY AN 
HONORARY BUSINESS FRATERNITY. (AG) 



VT 016 12f5 ^ » . 

CONSUMER EDUCATION PRORrAMMEO 
LEARNING INSTRUCTION IN HOUSIN^ 



UNIT VIII 



NORTHERN ILLINOIS UNIV., DEKALB. 
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ALPHA PHI CHAPTER OF DELTA f'l 
EPSILON. 

MF AVAILABLE IN VT-ER IC SET. 
CVTE-000799 ^ 

DELTA PI EPSILON NATIONAL OFFICE., 
OPSTAVUS ADOLPHUS COLLEGE, ST. 
PETER, MINNESOTA 56082 It. 50). 
PUB DATE - 70 31P.PAtS 

COLLECTION 

DESCRIPTORS - ^CONSUMER EDUCATION; 
♦PROGRAMED MATERIALS; *CONSUMER 
ECONOMICS; *MONEY MANAGEMENT; 
ANSWER KEYS; STUDENT CENTERED 
curriculum; MARKETING; *HOUSING: 
SECONDARY GRADES 

IDENTIFIERS - ECONOMIC AWARENESS 

ABSTRACT - THIS EIGHTH UNIT IN A 
SERIES OF 12 ON CONSUMER EDUCATION 
CONTAINS PROGRAMED LtARNIf|Sy^. 



MATERIALS WHICH DEAL WITH H-QOSING. 
WRITTEN IN NARRATIVE FORM WITH 
SPACES FOR ANSWERSf THE UNIT 
REQUIRES THE STUDENT TO FILL IN 133 
RESPONSES, FOR WHICH AN ANSWER KEY 
IS GiyEN^ THESE UNITS WERE 
DEVELOPED BY AN HONORARY BUSINESS 
FRATERNITY. (AG) 



VT 016 126 

CONSUMER EDUCATION PROGRAMMED 
LEARNING INSTRUCTION IN MAKING 
OF INSURANCE. UNIT IX, 



USE 



NORTHERN ILLINOIS UNIV., DEKALB. 
ALPHA PHI CHAPTER OF- DELTA PI 
EPSILON. 

MF AVAILABLE IN VT-ERIC SET. 
CVTE-0OO799 

DELTA PI EPSILON NATIONAL OFFICE, 
GUSTAVUS ADOLPHUS COLLEGE, ST. 
PETER, MINNESOTA 56082 (Sl.uO) 
PUB DATE - 70 68P.PAES 

, COLLECTION 

DESCRIPTORS - ♦CONSUMER EDUCATION; 
*PROGRAMLD iMATtRlALS; *CONSUMtR 
ECONOMICS; *MONfcY MANAGEMENT; 
ANSWER KEYS; STUDENT ENTERED 
CURR:ICULUM; MARKETING^;*! NSURANCE 
PROGRAMS; SECONDARY gWaTiF S 
■ IDENTIFIERS - ECONOMIC AWARENESS 

ABSTRACT - THIS, NINTH UWIT IN A 
SERIES OF 12 ON CONSUMER EDUCATION 
CONTAINS PROGRAMED LEARNING 
" *;^."1IALS' WHICH DEAL WITH USlfJG 

ERIC 



INSURANCE. WRITTEN IN NARRATIVE 
Fq|M WITH SPACES FOR ANSWERS t THE 
JNTT REQUIRES THE STUDENT TO FILL 
IN 360 RESPONSES FO^ WHICH AN 
ANSWER KEY IS GIVEN. THESE UNITS 
WERE DEVELOPED BY AN HONORARY 
BUSINESS FRATERNITY. (AG) 




VT 016 127 

CONSUMER EDUCATION. PROGRAMMED 
LEARNING INSTRUCTION IN SAVINGS AND 
INVESTMENTS. UNIT JP, 

NORTHERN ILLINOIS UNIV»» DEKALB* 
ALPHA PHI CHAPTER OF DELTA PI 
EPSILON* 

MF AVAILABLE IN VT-ERIC SET. 

CVTE-000799 § 

DELTA PI EPSILON NATIONAL OFFICE, 

GUSTAVUS ADOLPHUS COLLEGE, ST. 

PETER, MINNESOTA 56082 ($1.00) . 

PUB DATE - 70 53P.PAES 

COLLECTION 

DESCRIPTORS - ♦CONSUMER EDUCATION; 
♦PROGRAMED MATERIALS; *CONSUMER - 
ECONOMICS; *MONEY MANAGEMENT; 
ANSWER KEYS; STUDENT CENTERED 
CURRICULUM; MARKETING; *INVESTMENt; ' 
SECONDARY GRADES 

IDENTIFIERS - ECONOMIC AWARENESS 



ABSTRACT 
SERI€S OF 
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VT 016 128 

CONSUMER EDUCATION PROGRAMMED 
LEARNING INSTRUCTION IN CONSUMER 
TAXES. UNIT XI. 

NORTHERN ILLINOIS UNIV., DEKALB. 
ALPHA PHI CHAPTER OF DELTA PI - . 
EPSILON. ^ 
MF AVAILABLE IN VT-ERIC SET. 
CVTE-G00799 

DELTA PI EPSILON NATIONAL OFFICE, 
GUSTAVUS ADOLPHUS COLLEGE, ST. 
PtTER, MINNESOTA 56082 (SI. 00) 
PUB DATE - , 70 « ' AOP.PAES 
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COLLECTION 



FRATERNITY. lAG) 



jSCRIPTORS - *CONSUMtR EDUCATION; 
^KjUGRAKtD MATfcRIALS; *CONSUHtR 
ECONOMICS; *MQNEY MANAGEMENT; 
ANSWER KEYS; STUDENT CENTtRtU 
CURRICULUM! MARKETING; *TAXES ; 
SECONDARY GRADES 

IDENTIFIERS - ECONOMIC AWARENESS 



ABSTRACT - THIS 
SERIES OF 12 ON 
CONTAINS PROGRA 
MATERIALS WHICH 
TAXES. WRITTEN 
WITH SPACES FOR 
REQUIRES THE ST 
HESPONSESt FOR 
IS GIVEN. THtSF 
DEVELOPED BY AN 
FRATERNITY, (AG 



IITH UNIT IN A 
CONSUMER EDUCATION 
MED LEARNir^G 

DEAL WITH CONSUMER . 
IN NARRATI VE FORM 

ANSWERS, THE Uf4lT 
UOENT TO FILL IN 229 
WHICH AN ANSWER KEY 
UNITS, WERE 
HONORARY BUSINESS 

) 
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VT 016 129 

CONSUMER EDUCATION PROGRAMMtD 
LEARNING INSTRUCTION IN CONSUMER 
RIGHTS AND RtSPONSIBlLlTItS. UNIT 

X irw 



VT 016 137 ED 064 518 

A HANDBOOK FOR BUSINESS EDUCATION 
IN IOWA. 

IOWA BUSINESS EDUCATION 
ASSOCIATION.; IOWA STATE DEPT. OF 
PUBLIC INSTRUCTION, DES MOINES. 
EDRS PRICE MF-$0.65 HC-$9,87* 
IOWA STATE DEPARTMENT OF PUBLIC 
INSTRUCTION, GRIMES STATE OFFICE 
BUILDING, DES MOINES, lOWJk 50319 
(»4,00; PAYMENT WITH ORDER) 
PUB DATE - 12 203P. 



DESCRIPTORS - 
^ARTICULATION 



♦BUSINESS EDUCATION; 
(PROGRAM); 



EDUCATIONAL PHILOSOP»;»Y; EDUCATIONAL 
PROGRAMS; EDUCATIONAL OBJECTIVES; 
PROGRAM GUIDES; *MANUALS; 
DISTRIBUTIVE EDUCATION; SECONDARY • 
EDUCATION; POST SECONDARY 
EDUCATION; TEACHER CERTIFICATION; 
TAXONOMY; DEFINITIONS; *CURRICULUM 
DEVELOPMENT; *PROGRAM DESCRIPTIONS 
IDENTIFIERS - IOWA 



bRTHE'RN ILLINOIS UNIV., DEKALB. 
ALPHA PHI CHAPTER OF DELTA PI,c 
EPSIlON. 

MF AVAILABLE IN VT-ERIC SET. 
CVTE-000799 

DELTA PI EPSILON NATIONAL OFFICE, 
GUSTAVUS ADOLPHUS COLLEGE, ST. 
PETER, MINNESOTA 56082 ($.50) 
PUB DATE - 70 2 3P.PAES 

COLLECTION 

DESCR|,PTORS - ♦CONSUMER EDUCATION; 
♦PROGRAMED MATERIALS; ♦CONSUMER 
ECONOMICS; ♦HONEY MANAGEMENT; 
ANSWER kEYS; STUDENT CENTERED 
CURRICULUM; marketing; SECONDARY 
GRADES 

■identifiers - ECONOMIC AWARENESS 

f ABSTRACT - THIS LAST,UNIT IN A 
St^tlES OF 12 ON CONSBMER EDUCATION 
COflTAINS P^^OGRAMED LEARNING 
MATERIALS WHICH DEAL WITH CONSUMER 
RIGHTS AKtD RE SPONSI bl LI TI ES . 
WRITTEN IN NARRATIVE FORM WITH 
fl|pACES FOR ANSWERS, THE UNIT 
^fcWUIRES THE STUr-tNT TO FILL IN 70 
RESPONSES, FOP WHICH AN ANSWER KEY 
I $ GIVEN. THfcSE UNITS^WERE 
D' "& '3PEa BY AN 'HONORARY ; 

ERIC . ' ^ 



ABSTRACT - DEVELOPED BY POOLING THE 
KNOWLEDGE AND EXPERIENCE OF 
BUSINESS EDUCATION TEACHERS 
THROUGHOUT THE STATE, THIS PROGRAM 
GUIDE AND MANUAL SHOULD BE USEFUL 
TO BOTH TEACHERS AND ADMINISTRATORS 
IN ARTICULATING AND OPERATING 
BUSINESS EDUCATION PROGRAMS. MAJOR 
SECTIONS CONCERN: (1) A CAPSULE 
HISTORY OF IOWA BUSINESS EDUCATION, 
(2) PHILOSOPHY AND RELATED 
PRINCIPLES OF BUSINESS EDUCATION, 
HELPFUL IN DEVELOPING VARIOUS 
LEVELS OF PROGRAMS, (3) GENERAL 
RESPONSIBILITIES OF BUSINESS 
EDUCATION, TNE ADVISORY COMMITTEE, 
EVALUATION, PUBLIC RELATIONS, ETC., 
{41 CURRICULUMS IN THE BUSINESS 
^^^ROGRAMiS ,Q^,A SECONDARY SCHOOL, (5) 
POST SE(jM|f*Y PROGRA^I TRENDS TN 
I OW A, , Ii^^n;NG t pE A ON CO UR S E 
I MP LEnWnAjiOH, AND Se YE RA L - 
iJIBLIOGRAp.HlES, AND (6) AN APPjg^DIX 
iNC mDI# INFORMATION ON TEAGWR 
CERTIFICATION, At TAXONOMY-S VSTEM 
FOR BUSII^ESS EDUCATjON, ANO (i^^ 
DEFINITI^bNS OF feUSINESS. EJDUC'ATinN 
TERMS. ALTHOUGH EACH EDUCATlC^>AL 
LEVEL, IS COVERED, PfftMARYVEMPHASIS 
IS i^^rVEN TO SECONDARY SCHOOLS, 
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WHOSE BUSINESS PROGRAMS CfTVER ALL 
Oh IOWA. STUDENTS, COUNSELORS, 
CURRICULUM COMMITTEES, SCHOOL BOARD 
MtMfaE*S, AND THE INTERESTED PUBLIC 
WILL FIND THIS HANDBOOK INFORMATIVE 
FOR THEIR OWN PURPOSES. ( JS ) 

VT 016 159 

' WHETSTINE, GLADYS, AND OTHERS 

COOPERATIVE OFFICE EDUCATION; A 
COURSE OF STUDY. ' j 

OKLAHOKA STATE DEPT. OF VOCATIONAL 
AND TECHNICAL EDUCATION, - 
STILLWATER. 

MF W^VAILABLE IN. V7-&R IQ , S £T . 
f'UB DATE - 72 633P. 

DESCRIPTORS - ♦CURRICULUM GUIDES; 
GRADE 12; *COOPLRATIVE EDUCATION; 
♦BUSINESS EDUCATION; ♦VOCATIONAL 
DEVELOPMENT; TRANSPARENCIES; 
WORKSHEETS; LEARNING ACTIVITIES; 
TEACHING PROCEDURES; *I NSTRUCTIQNAL 
MATER lAL^; STUDENT TESTING; ANSWER 
KEYS; PE'RSONALI^Y tibtVELOPMENT ; 
BEHAVIORAL OBJECTIVES; 
TELECOMMUNICATIUN; MONEY MANAGEMENT 
IDENTIFIERS - CAREER AWARENESS; 
BEGINNING COMPETENCE; ECONOMIC 
AWARENESS 

ABSTRACT - THIS COMPREHENSIVE STATE 
LURRIi,ULUM GUIDE FOR A, GRADE 12 
COOPERATIVE OFFICE EDUCATION COURSE 
DEALS WITH CARfcER DECISIONS, , 
PERSONAL DEVLLOPMENT, BUSINESS 
BtHAVlOR, COMMUNICATION SERVICES, 
MONEY MANAGEMENT, AND LEADEFiSHlP. A 
WIDE VARIETY OF COLOR -KEY ED 
INSTRUCTIONAL MATERIALS INCLUDES 
TRANSPAKENCUS, STUDENT WORKSHEETS, 
BACKGROUND INFORMATION, TESTS,, AND 
ANSWER KEYS. BEHAVIORAL OBJECTIVES, 
LEARNING ACTIVITIES, AND TEACHING 
PROCEDURES ARE INCLUDED FOR EACH 
UNIT. DEVf LOPED BY TWO SENIOR HIGH 

T f acher-cookijInators and a 

CURRICULUM SPECIALIST, THIS GUIDE 
OFFERS IN-DEPTH PREPARATIfjN FtTR THE 
BUSINESS WORLD. (AG) 

VT 016 205. 

BIBLIOGRAPHY — CAREER BROCHURES. 

MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - ND 13P. 

ERIC 



descriptors - ♦bibliographies; 
♦pamphlets; ♦career education; 
♦occupational clusters; reference 
materials; ♦services; vocational 
development; career opportunities; 
career planning; secondary 
education 

identifie-rs - career awareness 

abstract - this bibliography of 
career education brochures lists 
reference materials with addresses 
for la occupational clusters, 
prices are given for some of the 

PAMPHLETS. THE OCCUPATIONAL 
CLUSTERS ARE ALPHABETICALLY LIS'tED 
AND COVER A WIDE RAN&E OF 
VOCATIONS, FROM AGRICULTURE TO . 
TRANSPORTATION SERVICES. (AG) 



VT 016 230 

THE OFFICE 



AND YOU.. .CAREERS. 



ADMINISTRATIVE MANAGEMENT SOCIETY, 
WILLOW GROVE, PA.;BUSINESS 
EQUIPMENT M^ANUFACTURERS 
ASSOCIATION, NEW YORK, N.Y. 
MF AVAILABLE IN VT-ERIC SET. 
ADMINISTRATIVE MANAGEMENT SOCIETY, 
WILLOW GROVE, PA 19090 (Sl.OO) 
PUB DATE - NO ?6P, 

DESCRIPTORS - ♦OFFICE OCCUPATIONS; 
♦CAREER EDUCATION; ♦PAMPHLETS; 
♦CAREER OPPORTUNITIES; ♦VOCATIONAL 
DEVELOPMENT; FRINGE BENEFITS; 
RESOURCE MATERIALS 
IDENTIFIERS - CAREER AWARENESS 

ABSTRACT - THIS PAMPHLET DESCRIBES 
CAREER OPPORTUNITIES IN OFFICE 
WORK, EMPHASIZING INNOVATIVE 
"EUUIPMENT and CURRENT OFFICE 
PRACTICES. JOB BENEFITS ARE 
INCLUDED, AS WELL AS LISTS OF 
ASSOCIATIONS AND BUSINESS 
MAGAZINES. PHOTOGRAPHS ILLUSTRATE 
THE TEXT. (AG) 

VT 016 273 
"HARTMAN, DUANE E. 

OFFICE-CLERICAL CtlJSTER PROGRAM. 

l^BANUN UNION HIGH SCHOOL, 0RE6. 
MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - ND 30P. 

DESCRIPTORS - SECONDARY GRADES; 
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♦occupational ctusteks; *office 
occupations crucation; »cltkical 
^occupations; behavioral objectlves; 
;ourse descriptions; cooperative 
education; *work experience 

PROGRAMS; vocational "DE Vt LOPM f N T; 
♦business EDUPATION 
IDfcNTlFl'ERS - CAREER AWARENESS; 
EDUCATIONAL AWARENESS; BEGINNING 
COMPETENCE 

ABSTRACT - THIS SPIRAL BOUND GUIDE 
FOR A HIGH SCHOOL COOPERATIVE WORK 
EXPERIENCE PROGRAM FOR VOCATIONAL 
PREPARATION COVERS THE OCCUPATIONAL 
CLUSTER OF OFFICE AND CLERICAL 
JOBS. GENERAL AND SPECIFIC 
BEHAVIORAL OBJECTIVES PRECEDE THE 
SHORT COURSE DESCRIPTIONS AND BRIEF 
COURSE OUTLINES. RESOURCE MATERIALS 
INCLUDE A STUDENT INTERVIEW SHEET t 
LINE DiAGRAMSt AN APPLICATION FOR 
/-""THE PROGRAM t AND A STUDENT 

EVALUATION SHEET FOR HIS EMPLOYER. 
THIS GUIDE WAS WRITTEN BY A HIGH 
SCHOOL TEACHER. (AG) 

yj 016 285 

IND A CAREER THAT COUNTS — IN 
'HOSPITAL FINANCIAL MANAGEMENT. 

HOSPITAL FINANCIAL MANAGEMENT 

ASsociATioNt Chicago; ill. 

MF AVAILABLE IN VT-ERIC SET. 
HOSPITAL FINANCIAL MANAGEMENT 
ASSOCIATION, 840 N. LAKE SHORE DR. 
CHICAGO, ILLINOIS 60611 
PUB DATE - ND 28P. 

DESCRIPTORS - PAMPHLETS; 
♦OCCUPATIONAL INFORMATION; 
SECONDARY GRADES; ♦CAREER 
OPPORTUNITIES; ♦HOSPITAL PERSONNEL; 
♦FINANCE OCCUPATIONS; RESOURCE 
MATERIALS; VOCATIONAL DEVELOPMENT; 
VOCATIONA.. COUNSELING 
IDENTIFIERS - CAREER AWARENESS 



PH^OTOGRAPHS, CHARTS, AND LINE 
DRYINGS ILLUSTRATE THE TEXT. 



(AG) 



ABSTRACT - THIS 
OCCUPATIONAL INF 
RANGE OF CAREERS 
FINANCIAL MANAGE 
ITS FUNCTION AND 
^rc SKILLS REOUI 
UALIFICATIONS, 
ARE DESCRIBED. R 
FOR FURTHER CARE 

tm^5;f areas are 
ERIC 



PAMPHLET PROVIDES 
ORMAT ION FOK A WIDE 

IN HOSPITAL 
MENT. FOK EACH JOB, 

DUTIES, t.DUC,<ATION 
RED, PERSONAL- 
AND SALARY RANGE 
ESOURCE MATERIALS 
ER tXPLORATION IN 
INCLUDED. 



VT 016 360 ED 065 732 
ij^i HAINES, PETER G.; HYSLOP, DAVID 
? A REFERENCE BIBLIOGRAPHY FOR 

GENERAL WORK EXPERIENCE AND 

COOPERATIVE OCCUPATIONAL PLANS" OF 

INSTRUCTION. 

MICHIGAN STATE UNIV., EAST LANSING. 
DEPT. OF SECt)NDARY EDUCATION AND 
CUI51RICULUM. 

EDRS PRICE MPr$#,65 HC-$3.29. ' 



PUB DATE - 



■:^^:^D 



43P. 



DESCRIPTORS -^ ♦INSERVICE EDUCATION; 
♦CAREER education; REFERENCE 
MATERIALS; ♦BIBLIOGRAPHIES; ♦WORK 
EXPERIENCE PROGRAMS; EDUCATION; 
♦COOPERATIVE EDUCATION 
IDENTIFIERS - CAREER AWARENESS 

ABSTRACT - THIS BIBLIOGRAPHY OF 
REFERENCE MATERIALS ON COOPERATIVE 
EDUCATION AND GENERAL WORK 
EXPERIENCE PROGRAMS WILL PROVE 
USEFUL TO TEACHERS, COORDINATORS, 
AND ADMINISTRATORS IN INSERVICE 
COURSES AND. TO GRADUATE STUDENTS 
WHO SEEK IN-DEPTH INFORMATION. THE 
REFERENCES INCLUDE UNPUBLISHED 
STATE BULLETINS, RESEARCH REPORTS, 
AND ITEMS IN THE ERIC RETRIEVAL 
SYSTEM, IN ADDITION TO SOURCES 
AVAILABLE THROUGH LIBRARY 
COLLECTIONS OF PERIODICALS. 
COVERING SEVERAL DECADES IN ITS 
SCOPE, THE BIBLIOGRAPHY LISTS ITEMS 
BY THE FUNCTIONS OF OPERATIONAL 
SCHOOL PRACTICE. FUNDS FOR 
COMPILING THE REFERENCES WERE 
PROVIDED BY TWO PROFESSORS, AND 
PRINTING COSTS WERE UNDERWRITTEN BY 
A STATE VOCATIONAL TEACHER 
EDUCATION PROJECT. (AG) 



STERNFFLS, ED., AND 



VT 016 367 

BRIEN, DOLLY 
OTHERS 

BUSINESS SPEECH: A SECONO LANGUAGE 
FOR VXATIONAL USE. 



SAINT MARY'S DOMINICAN COLL., NEW 
ORLEANS, LA. DEPT. OF ADULT 
EDUCATION." 

OFFICE OF MAMPOWER POLICY, 
EVALUATION, "^NB RESEARCH (DOL), 



72 
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'WASHINGTClNt D.C. 
MF AVAILABLE IN VT-ER IC StT. 
PUB DATE - ND 187P. 

DtSCRIPTORS - *MANUALS; BEHAVIORAL 
OBJECTIVkS; LEARNING ACTIVITItS; 
WORKSHEETS; ♦ADULT VOCATIONAL 
EDJCATION; vocational DEVELOPMENT; 
♦BUSINESS SKILLS; ♦SPEECH 
INSTRUCTION; ♦BUSINESS EDUCATION; 
COMMUNICATIONS; SKILL DEVfLOPMENT; 
UNITS OF STUDY CSUBJECT FIELDS) 
ICEf^TIFI tkS - CAREER AWAKtNESS; 
BEGINNING COMPETENCE 

ABSTRACT - THIS STUDENT MANUAL FOR 
AN ADULT VOCATIONAL COURSE IN 
BUSINESS SPEtLH, DEVELOPED BY TWO 
SPEECH THERAPISTS, A SPEECH 
SPECIALIST, AND A PROFESSOR OF 
SPEECH AT A COLLfcGE, AND FEDERALLY 
FUNDED, CONTAINS TEN UNITS DEALING 
WITH ORAL COMMUNICATION. 
DEVELOPMENT OF A WIDE RANGE Oh 
SPEECH SKILLS WILL PROVE BENEFICIAL 
IN A JOB SITUATION. FOR EACH UNIT, 
AN OUTLINE OF IMPORTANT POINTS, A 
LIST OF SUGGESTED ACTIVITIES, 
BEHAVIORAL OBJECTIVES, AND 
WORKSHEETS ARE PROVIDED. CLASS 
EXERCISES INVOLVING USE OF 
AUDIOVISUAL AIDS A{fD PAIRS OF 
STUDENTS, OR ••DYADS," ARE 
PRESENTED. THE TOPICAL UNITS 
INCLUDE: <!) LISTENING, { k) 
ANATOMY, (3) VOICE IMPROVEMENT, (4) 
GRAMMAR, (5» ARTICULATION, (6) 
OFFICE ETIQUETTE, (7) TELEPHONE 
USAGE, IP) CONVERSATION AND 
DISCUSSION, 19) PUBLIC SPEAKING, 
AND (10) JOB INTERVIEWS. (AG) 

VT 016 491 

MODEL VOCATIONAL OFFICE. A 
SIMULATED TRAINING PROGRAM 19 70- 
1V71.' ^ 

FAIRFAX COUNTY PUBLIC SCHOOLS, VA. 
DtPT. OF INSTRUCTIONAL SERVICES. 
VIRGINIA STATE DEPT. OF EDUCATION, 
RICHMOND. DIV. OF BUSINESS 
EDUCATION 

MF AVAILABLE IN VT-ERIC SET. 
P^ DATE - 71 76P. 

OrsCRIPTORS - ♦SIMULATION; ♦OFFICE 

OCCUPATIONS EDUCATION; GRADE 12; 

♦ VOCATIONAL DEVELOPMENT; EQUIPMENT; 
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JOB TRAINING; STUDENT EVALUAT^N; 
PROGRAM EVALUATION; ♦XCUPATIONAt 
INFORMATION; INDIVIDUALIZED ( ' 
INSTRUCTION; RESOURCE MATERIALS; /• 
PRODUCER SERVICES; BEHAVIORAL . 
OBJECTIVES; ♦PILOT PROJECTS 
IDENTIFIERS - CAREER AWARENESS; 
BEGir>4tfING COMPETENCE; EMPLOYMENT 
SKI LI 



ABSTRACT - THIS REPORT of. A PILOit 
PROJECT IN OFFICE OCCUPATIONS 
EDUCATION FOR GRADE 12 DEALS WITH 
AN OFFICE SIMULATION IN A 
VOCATIONAL TRAINING PROGRAM. 
MODELED UPON THE AMERICAN 
VOCATIONAL ASSOCIATION OFFICE IN 
WASHINGTON, D.C, THE PROGRAM 
REQUIRED COMPLETION OF A GRADE 11 
2-HOUR BUSINESS PROGRAM, A JOB 
INTERVIEW, AND TESTS IN BASIC 
BUSINESS SKILLS. JOB DESCRIPTIONS, 
AN ORGANIZATIONAL CHART, A FLOOR 
PLAN, AND AN EQUIPMENT LIST ARE 
PROVIDED. COURSE. OBJECTIVES , 
GENERAL AND SPECIFIC PERFORMANCE 
GOALS FOR EACH JOB, SAMPLE TASKS, 
SUPPLIES LISTS, AND FLOW CHARTS ARE 
INCLUDED. PHOTOGRAPHS ILLUSTRATE 
THE TEXT. METHODS OF STUDENT AND 
PROGRAM EVALUATION ARE DISCUSSED, 
GIVING A WIDE RANGE OF EVALUATION 
FORMS AS RESOURCE MATERIALS. IDEAS 
FOR ADAPTATION OF THIS HOUR-LONG 
DAILY PROGRAM TO OTHER SYSTEMS AND 
EXTENSION OF THE 9-WEEK ORIENTATION 
TO 14 WEEKS ARE PRESENTED. (AG) 

* ■ ^ 

VT 016 524 ED 068 627 
MOORE, ALLEN B. 
ABSTRACTS OF INSTRUCTIONAL 
MATERIALS FOR CAREER EDUCATION. 

OHIO STATE UNIV., COLUMBUS. CENTER 
FOR VOCATIONAL AND TECHNICAL 
EDUCATION. 

NATIONAL INST. FOR EDUCATION 

(DHEW), WASHINGTON, D.C. 

EDRS PRICE MF-$0.65 HC-$6.58» 

BIB-SER-15 

THE CENTER FOR VOCATIONAL AND 
TECHNICAL EDUCATION, 1960 KENNY 
RD.#rCOLUMBUS, OHIO 43210 ($2.25) 
PUD DATE - 72 126P. 

DESCRIPTORS - ♦CAREER EDUCATION; 
♦ABSTRACTS; ♦ANNOTATED' 
BIBLIOGRAPHIES; ♦INSTRUCTIONAL 
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. ABS-WXCT*'^' MATE><IAL^ 
^, THIS BJBL*iB^ftAP«Y^Wt,l 
. FRpl» TfjDf^Xti^IRED * 
01= "A NA*(|ONAL SEA 

,E.DOCATi^iB»l iUSTRUCTT 

• 'l^^y^?t'*CLUPe. CtJWR/liULU^^ UJ^ tS, 
TtACHER* &UIDeS,>1^BBpOK.sT AND £ 
.CARBgR RELATED IMSTKUCTIGNAL' . ■ ; ^ 
»)l ATER I A L S . TH E ' "kE ^ S «A R l\>AR RA NG ED 
IN ACCESSION NUMBER' 0.1^66* A^Nd" 
; .mCLUOE THE FOL LOW I Ni^ information': 
. (11 AUTHOR! S), (2) Trkf, (3) # 

institutional source, (a) 
Sponsoring agency, (5) source of 
, availability, 16) descriptors and 
identifiers which characterize the 
content of the document, and (7) an 
abstract of the dxument. a grade 
level index is provided to help 
identify documents for specific 

GRADES, THESE DOCUMENTS AlSO HAVE 
BEEN ANNOUNCED IN "ABSTRACTS OF 
INSTRUCTIONAL MATERIALS IN 
•j/OCATIONAL AND TECHNICAL 
■education", a PUBLICATION OF THE 
CENTER FOR VOCATIONAL AND TfCHNICAL 
EDUCATION", AND MOST OF THEM ARE 
AVAILABLE IN THE MICROFICHE SETS 
WHICH SUPPORT THAT PUBLICATION,' 
(JSI 

VT 016 595 

EVERYDAY METRIC UNITS. 

LOCAL GOVERNMENT TRAINING BOARD, 
LONDON (ENGLAND). 

DOCUMENT NOT AVAILABLE FROM EDRS. 
LOCAL GOVERNMENT TRAINING BOARD, 
ALEMBIC HOUSt, 92 ALBERT 
EMBANKMENT, LONDON SE 1 7ClB IPklCE 
$1.00) 

PUB DATE - 71 46P, 

.DtSCRIPTORS - ♦TEXTBOOKS; ♦MANUALS; 
♦ GOVERNMENT EMPLOYEES; ♦PROGRAMED 
TkXTS; ♦METRIC SYSTEM 
IDENTIFIERS - GREAT BRITAIN 

ABSTRACT - THIS BCX3KLET IS A SELF- 
PlNSTRUCTIONAL TEXT DESIGNED TO AID 
PROFESSIONAL, ADMINISTRATIVE, AND 
CLERICAL STAFF EMPLOYeJd BY THE 
BRITISH LOCAL GOVERNMENT IN GAINING 
A BASIC KNOWLEDGE OF METRIC UNITS 



LENpTH* AREA, VOLUME, AND WEIGHT 

WLXT>^I^*^T^^E milli-kilo range. 

ILLUSTRATIONS AND QUESTIONS 
COMPLIMENTING EACH TOPIC ARE 
^ INCLUDED THRDWeHOUT. INSTRUCTIONS' 
FOR ADMINISTERING THE TEXT ARE 
CPWTAINED IN AN ACCOMPANYING ^ 
>1ANUAL. (SN) 

* VT 016 608 
\ CAREY, 2ANE 
OCCUPATIONAL ANALYSIS FOR: DATA 
PROCESSING TECHNOLOGY. 

WASHINGTON STATE COORDINATING 
COUNCIL FOR OCCUPATIONAL EDUCATION, 
OLYMPIA. 

OFFICE OF EDUCATION (DHEW), 

WASHINGTON, D.C. 

MF AVAILABL-E IN VT-ERIC SET, 

PUB DATE - JUN72 103P. SECOND 

EDITION 

DESCRIPTORS - GOAL ORIENTATION; 
♦MANUALS; SYSTEMS APPROACH; 
BUSINESS EDUCATION; VOCATIONAL 
EDUCATION; VOCATIONAL DlEVELOPMFNT; 
INS'ft^UCTIONAL SYSTEMS; OCCUPATIONAL 
INFORMATION; ♦DATA PROCESSING; 
♦COMPUTER SCIENCE EDUCATION; 
♦PROGRAM DEVELOPMENT; BEHAVIORAL 
OBJECTIVES; ♦JOB ANALYSIS; TASK 
ANALYSIS; EDUCATIONAL NEEDS; STATE 
PROGRAMS 

IDENTIFIERS - EDUCATIONAL AWARENESS 

ABSTRACT - THIS UPDATED LEADERS* 
GUIDE FOR DEVELOPING STATE BUSINESS 
DATA PROCESSING ^lTFCWNOLOGY PROGRAMS 
FOR TRAINING-^fffRY^LEV^L 
PROGRAMMERS COMPUTER OPERATORS 

IN WASHINGTON PRESENTS A "TRAINING 
PROGRAM MISSION STATEMENT" AND TASK 
ANALYSES, BOTH DEVELOPED BY A 
STATE-WIDE COMMITTEE OF LEADERS IN 
BUSINESS AND INDUSTRY FOR DATA 
PROCESSING. UTILIZING A SYSTEMS 
APPROACH, EACH ANALYSIS INCLUDES A 
RATIONALE, DEFINITION, AND 
BEHAVIORAL OBJECTIVES, PRESENTED IN 

a 3-column format. part ic ally 
funded by public law 90-576, this 
occupational analysis will prove 
useful for administrators, local 
advisory committees, curriculum 
Planners, teachers, and students 
for providing an overview of 
program requirements, a training 
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MANUAL, AND A TOOL FOR LfADKKSHiP 
DEVfcLOPMENT. EDUCATIONAL NEEDS AND 
A PROGRAM RATIONALE ARE DETAILED, 
GIVING BLOCK DIAGRAM FORMS F^OK THIS 
VOCATIONAL J NSTRUCT lONAL SYSTLM, AN 
ORGANIZATIONAL CHART, AND THREE JOB 
DESCRIPTIONS. (AG) 

VT 016 631. i 
OKLAHOMA COOPERATIVE VOCATIONAL 
EDUCATION. A COURSE OF STUDY. 
CURRICULUM MATERIAL. 

OKLAHOMA STATE Dfc PT . gF' VOCAT 10 NA L 
AND TECHNICAL EDUCATION, 
STILLWATER. CURRICULUM AND 
INSTRUCTIONAL MATERIALS CENTER. 
DOCUMENT NOT AVAILABLE FROM EDRS. 
THE CURRICULUM AND INSTRUCTIONAL 
MATERIALS CENTER, STATE DtPT OF 
VOCATIONAL AND TECHNICAL EDUCATION, 
1515 WEST 6TH AVE ., STI LL WATE R, 
OKLA. 74074 

PUB DATE - 72 560P.. 

DESCRIPTORS - HUMANITIES T 
♦COOPERATIVE EDUCATION; 
♦INSTRUCTIONAL MATERIALS; ♦STATE 
CURRICULUM guides; ♦VOCATIONAL 
EDUCATION; VOCATIONAL DEVEL^DPME NT; 
SECONDARY GRADES; ♦UNIT PLAN; 
RESOURCE MATERIALS; VI^UALAIDS; 
STUDENT TESTING; WORKSHEETS; ANSWER 
KEYS 

IDENTIFIERS - ♦OKLAHOMA; SELF 
AWARENESS; ATTITUDES APPRECIATIONS; 
CAREERj^WARENESS ; BEHAVIORAL 
OBi|K;Tjlv\s;«LEARNING ACTIVITIES; 
T EACi< BK(iN P R 0 C E D U R E S 




AeSTrtAG^ - THIS CURRICULUM FOR A 
COOPERATIVE VOCATIONAL EDUC\ATION 
PROGRAM AT'^THE SECONDARY LEVEL 
INCLUDES SEVEN TOPICS, EACH 
CONSISTING OF ONE OR MORE COLOR 
KEYED INSTRUCTIONAL UNITS WITH 
GENERAL AND S PEC I FI C BE HA VI CR AL » 
OBJECTIVES, SUGGESTED LEARNING 
ACTIVITIES AND TEACHING PROCEDURES, 
INFORMATION <;HFETS, VISUAL AIDS, 
TESTS, AND ANSWER KEYS. DEVELOPED 
BY A STATt COMMITTEE OF TFACHFR- 
COOkDINATORS IN COOPERATIVE 
VOCATIONAL EDUCATION, THE TOPICAL 
UNITS DEAL with: (1) ORIENTATION, 
(2) EMPLOYMENT, 13) PERSONAL 
btVELOPMlNT, (4) EMPLOYEE 
RELATIONS, 15) COMMUN IC AT in(SlS , (6 ) 



FINANCIAL MANAGEMENT, AND 17) 
INSURANCE. STUDENT WORKSHEETS, 
RESOURCE LISTS," AND SUGGESTED TIMP 
ALLOTMENTS ARE GIVEN FOR EACH UNIT. 
lAGI 

VT 016 648 ED 067 490 

MICROFICHE COLLECTION OF 
CLEARINGHOUSE DOCUMENTS REPORTED IN 
AbSTRJkCTS OF INSTRUCTIONAL 
MATERIALS IN VOCATIONAL AND 
TECHNICAL EDUCATION lAIM), VOLUME 
5, NUMBER 4. 

OHIO STATE UNIV., COLUMBUS. CENTER 
FOR VOCATIONAL AND TECHNICAL 
EDUCATION. 

OFFICE OF EDUCATION IDHEW), 
WASHINGTON, D.C. 
EDRS PRICE MF-$0.65 HC NOT 
'AVAILABLE FROM EDRS. 
PUB DATE - 72 27pl3P. 

OrSCRIPTORS - ♦INSTRUCTIONAL 
MATERIALS; ♦VOCATIONAL EDUCATION; 
♦ TECHNICAL EDUCATION; BUSINESS 
education; AGRICULTURAL EDUCATION; 
DISTRIBUTIVE EDUCATION; HEALTH 

OCCUPATIONS education; rIoME 

ECONOMICS EDUCATION; INDUSTRIAL 
ARTS; TRADE AND INDUSTRIAL 
EDUCATION; INDEXES ILOCATERS); 
CLEARINGHOUSES; ♦MICROFICHE; 
DOCUMENTATION; INFORMATION STORAGE; 
INFORMATION RETRIEyAL 



ABSTRACT - DOCUMENTS ANNOUJ^C^ WITH 
VT NUMBERS ONLY IN VOLUME 5, NUMBER 
4 IVT 016 647) OF "ABSTRACTS OF 
INSTRUCTIONAL MATERIALS IN 
VOCATIONAL AND TECHNICAL EDUCATION* 
(AIM) ARE INCLUDED IN THIS 
MICROFICHE SET. THE MICROFICHE SET 
IS ARRANGED IN THE FOLLOWING 
^SEQUENCE: (1) A VOCATIONAL 
TECHNICAL (VT) NUMBER INDEX TO 
DOCUMENTS IN THE MICROFICHE 
COLLECTION, (2) THE SUBJECT AND 
AUTHOR INDEXES FROM AIM, AND 13) 
THE FULL TEXT OF DOCUMENTS LISTED 
IN THE VT NUMBER INDEX. THE TEXTS 
AkE FILMED CONTINUOUSLY IN VT 
NUMBER SEQUENCE. (CD) 
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DOCUMENT NOT AVAILABLfc FROM EtRS. ♦ 
*tCPA PROJECT OFFICE, THfc 
SVCHOtOGICAL CORPORATION, 30^ EAST 
45TH STREET, NEW YORK, N.Y. 10017 
(S6.00) 

PUB date - 72 40P. 

DESCRIPTORS - ♦PROGRAMED MATERIALS; 
TEACHING PROCEDURES; *BOOKK EE PI NG; 
COURE COURSE?; SECONDARY GRADLS ; 
♦TEACHING GUIDES; ♦OFFICE 
OCCUPATIONS; ♦BUSINESS tDUCATION 

ABSTRACT - THIS INSTRUCTIONAL 
PACKET TO BE USED IN BOOKKEEPING 
CLASSES FOR GRADES 10,11, AND 12 IS 
OL SIGNED FOR A 1-CREDIT COURSE WITH 
NO PREREQUISITES. FOUR GENERAL 
GOALS OF THE COURSE ARE TO: (1) 
ShOW;STUDENTS how basic PRINCIPLES 
OF bOQkXFEPING CAN bE APPLIED IN 
VARIOUS BUSINESS FIELDS, (2) HELP 
sfuDEiMTS ACQUIRE AN ENTRY-LEVEL JOB 
SKILLS, (3) HELP STUDENTS MANAGE 
THEIR OWN PERSONAL BUSINESS 
AFFAIRS, AND (4) PROVIDE STUDENTS 
|WITH A BASIS FOR FUTURE STUDY IN 
FACCOUNTING. the full- year COURSE 
ENCOMPASSES THE FOLLOWING: (1) 
BOOKKEEPING THEORY, (2) FILING, (3) 
BUSINESS MACHINES, i4 ) FEDERAL 
INCOME TAXES, (5) TYPEWRITING, (6) 
OAtA PROCESSING, (7) PAYROLL 
PROCEDURES, (8) BUSINESS MATH, (9» 
CASH REGISTER, AND (10) AfUDITlNG. 
APTITUDE AND ORIENTATION TEST 5^ ARE 
INCLUDEO IN THE PACKET AS WELL AS 
LESSON PLANS ANf ACTIVITIES. (SN) 

VT 016 760 

RECORDKEEPING REOUIAEMENTS UNDER 
THE WILLIAMS-STEIGER OCCUPATIONAL 
SAFETY AND HEALTH ACT OF 1970. 

^' 

DEPARTMENT OF LABOR, WASHINGTON, 

D.C. OCCUPATIONAL SAFETY AND HEALTH 

ADMINISTkATION. 

MF AVAILABLE IN VT-LR IC SET. 

PUB DATE - 71 31P. " 

DESCRIPTORS - ♦GOVERNMENT 
PUBLICATIONS; ♦EMPLOYERS; EQUAL 
PROTECTION; FEDERAL LAWS; ♦PUBLIC 
HEALTH laws; ♦LEGAL RESPONSIBILITY; 
EMPLOYEES 

IDENTIFIERS - OSHA; OCCUPATIONAL 
SAFETY AND HEALTH ACT OF 1970; 
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ABSTRACT - THIS BOOKLET CONSISTS OF 
A BATTERY OF INFORMATION RELATIVE " 
TO THE RECORD KEEPING 
RESPONSIBILITIES OF EMPLOYERS UNDER 
THE WILLIAMS-STEIGER OCCUPATIONAL 
SAFETY AND HEALTH ACT OF 1970. THE 
ACT WAS DEVELOPED PRIMARILY TO 
ENSURE MAXIMUM SAFETY AND HEALTH 
PROTECTION IN THE LINE OF DUTY TO 
EMPLOYEES. THEREFORE, IN AN EFFORT 
JO PROVIDE EMPLOYERS WITH ENOUGH 
DATA ON THE SUBJECT, THIS 
PUBLICATION WAS DESIGM||. INCLUDED 
IN IT ARE THE FOLLOWIlW! (1) A 
SUMMARY OF THE ACT, (2) ACCIDENT 
AND FATALITY FORMS TO BE COMPLETED 
WHEN AND. IF EITHER SHOULD OCCUR, 
(3) A CHART LISTING CONDITIONS OF 
THE ACT REQUIRED TO BE IN EASILY 
ACCESSIBLE VIEW AT ALL TIMES, (4) A 
LETTER OF SPECIAL INTEREST TO 
EMPLOYERS, AND (5) A DETAILED 
EXPLANA^^ION OF THE RULES AND 
REGULATIONS. (DN» 

VT Ot6 781 

HANtiB^OK FOR ANALYZING JOBS. 

MANPOWER ADMINISTRATION ( DOL) , 

WASHINGTON, D.C. 

MF AVAILABLE IN VT-ERIC SET. 

SUPERINTENDENT OF DOCUMENTS, U.S. 

GOVERNMENT PRINTING OFFICE, 

WASHINGTON, D.C. 20402 (2900-0131, 

$2.50) 

pub date - 72 339p. 

descriptors - ♦task analysis; 
screening tests; ♦job analysis; 
manpower needs; manpower 
development; ♦goverijiment 
publications; resource materials; 
vocatmnal development; ♦employment 
qualifications; ♦occupational 
information; government 
(administrative body); manpower, 

UTlLlZATlm^EDUCATIONAL 
DfVELOPMENjlftlDULT VOCATIONAL 

education; innovation 
identifiers - career awareness 



ABSTfkACT - IN THIS HANDBOOK, A NEW 
APPROACH AND A STRUCTURED PROCEDURE 
FOR OBTAINING AND RECORDING JOB 
ANALYSIS DATA ARE PRESENTED SO THAT 
CURRENT, COMPREHENSIVE INFORMATION 
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ABOUT JOB KEUOIKFHENTS CAN BE 
COLLECTED TO HELP DEVELOP PRESENT 
AND FUTURE MANPOWER PROGRAMS. 
SUPtRSEDING THE "TRAINING AND 
REFERENCE MANUAL FOR JOB ANALYSISt*' 
THIS. GOVERNMENT PUBLICATION WAS 
DEVELOPED BY EIGHT OF THE 
OCCUPATIONAL ANALYSIS FIELD CENTERS 
IN STATE EMPLOYMENT AGENCIES. THIS 
UPDATED METHODOLOGY WAS PILOT 
TESTED BY SELECTED OCCUPATIONAL 
ANALYSTS. THL EIGHT TOPICAL 
CHAPTERS cover: (1) A DEFINITION OF 
JOB ANALYSIS AND ITS USES, (2) 
CONCEPTS AND PRINCIPLES IN JOB 
ANALYSIS, 13) PROCEDURES FOR 
CONDUCTING A JOB ANALYSIS STUDY IN 
AN ESTABLISHMEN^T, (4) THE STAFFING 
SCHEDULE, (5) THE JOB ANALYSIS 
SCHEDULE, (6) ORGANIZATION AND 
PROCESS FLOW CHARTS, (7) THf 
NARRATIVE REPORT, AND (8) 
VERIFICATION OF JOB ANALYSIS. THE 
APPENDIXES CONTAIN: ID A DETAILED 
BREAKDOWN OF THE WORK PERFORMED 
INTO WORKER FUNCTIONS, WORK FIELDS, 
SENTENCE ANALYSIS, AND MATERIALS 
PRODUCTS, SUBJECT MASTER, AND 
SERVICES, 12) EXTENSIVE 
DESCRIPTIONS OF WORKER TRAITS AND 
EMPLOYMENT REQUIREMENTS, INCLUDING 
A DESCRIPTION OF THE GENERAL 
EDUCATIONAL DEVELOPMENT SCALE, AND 
(3) A BRIEF LIST OF AGENCY 
IDENTIFICATION-^NUMft^RS FOR EACH 
STATE. (AG) 
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NEiHRl^ S7ATE EDUCATION DEPT., 

ALOTm. BUREAU OF SECONDARY 

ClIRrJICULUM D I3VELOPM ENT. 

DOCUMENT NOT AVAlLABLfc FROM EDRS. 

H-820-JE65-4CGC 

PUB DATE - 65 65P. 
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MOTIVATION; ♦LEARNING ACTIVITIES; 
♦TEACHER FDJCATION; BUSINESS 
EDUCATION TEACHERS 
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IDENTIFIERS - EDUCATIONAL AWARENESS 

ABSTRACT - MORE THAN 100 TEACHING 
TECHNIQUES SUCCESSFULLY USED IN 
BUSINESS EDUCATION (OURSES WERE 
GATHERED FROM EXPERIENCED TEACHERS 
IN PRIVATE BUSINESS SCHOOLS OF THE 
STATE OF NEW YORK. THESE , 
.SUGGESTIONS ARE IMTENDED TO 
STIMULATE TEACHERS IN BOTH PUBLIC 
SECONDARY SCHOOLS AND PRIVATE 
BUSINESS SCHOOLS TO EXPERIMENT WITH 
NEW IDEAS THAT MAY IMPROVE 
INSTRUCTION. GENERAL TEACHING 
-SUGGESTIONS ARE INCLUDED, IN 
ADDITION TO SPECIFIC SUGGESTIONS 
FOR EACH OF EIGHT SUBJECT AREAS. 
PHOTOGRAPHS. ILLUSTRATE THE TEXT. 
(AG) ^, 

VT 016 842 

NOYES, NEIl BRAlY 

YOUR FUTURE AS A SECRETARY. ARCO*- 
ROSEN CAREER GUIDANCE SERIES. 4 . 

DOCUMENT NOT AVAILABLE FROM EDRS. 
7P30-C828C 

ARCO PUBLISHING COMPANY, INC., 219 
PARK AVENUE SOUTH, NEW YORK, N.Y. 

10003 

PUB DATE - 63 162P.PMM 

COLLECTION 

DESCRIPTORS - CAREER EDUCATION; 
SECONDARY GRADES; ♦OCCUPATIONAL 
INFORMATION; ♦SUPPLEMENTARY READING 
MATERIALS; ♦OCCUPATIONAL GUIDANCE; 
♦OFFICE XCUPATIONS; OFFICE 
OCCUPATIONS EDUCATION; 
COMMUNICATIONS; ♦SECRETARIES; 
CLERICAL' OCCUPATIONS; 
BIBLIOGRAPHIES 
IDENTIFIERS - EDUCATIONAL 
ikWARENESS; ♦CAREFR AWARENESS 

ABSTRACT - THIS BOOK, PART OF THE 
ARCO-ROSEN CAREER GUIDANCE SERIES, 
FOR GRADE 9-12, DISCUSSES CAREERS 
AS A SECRETARY. MATERIAL COVERED 
INCLUDES SELECTING A VOCATION, 
VOCATIONAL ASPIRATIONS AND 
INSPIRATIONS, JOB HUNTING AND A 
BIBLIOGRAPHY. SPECIFIC INFORMATION 
ON SECRETARIAL CAREERS INCLUDES 
BASIC QUALIFICATIONS, SCHOOLING;, 
PERSONAL ASSETS, PAY, HAVING YOUR 
OWN BUSINESS, JOB SATISFACTIONS, 
VARIOUS SECRETARIAL JOBS AND HOW TO 
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BF SUCCESSFUL. AS A SECRETARY. ( JE ) 
fl 016^ 848 

;OHME^» UkRMAND; KEDZIE* DANIEl P. 
YOUJi FUTURE IN INSURANCE. AKCO 
ROSEr^fefACAREER GUIDANCE SERJES. 

DOCiIKnT not AVAILABLE FROM EDRS« 
7?30-08?64 

ARCO PUBLISHING COMPANY, INC. t 219 
PARK AVENUE SOUTH, NEW YORK, N.Y. 
10003 

PUB DATE - 71 157P.PMM 

COLLECTION; REVISION 

>IR... 

DESCRIPTORS - CAREER EDUCATION; 
♦SUPPLEMENTARY TEXTB06kS; 
OCCUPATIONAL INFORMATION; 
VOCATIONAL EDUCATION; »BUSINESSi 
education; ♦insurance OCCUPATIOliS; 
INSURANCE PROGRAMS; SECONDARY 
GRADES; GUIDANCE;. COUNSELING; 
REfiURCE MATERIALS; DISTRIBUTIVE 
EDUCATION 

IDENTIFIERS - ♦CAREER AWARENESS; 
EDUCATIONAL AWARENESS 

^ABSTRACT - PART OF THE ARCO-ffOSEN 
AREER GUIDANCE SERIES, THIS BOOK 
WAS WRITTEN BY TWO VICE PRESIDENTS 
OF CONTINENTAL CASUALTY INSURANCE 
COMPANY TO INlRODUCiit HIGH SCHOOL 
STUDENTS TO THE BROAD FIELD OF 
INSURANCE INCLUDING LIFE, HEALTH, 
PROPERTY, AND LIABILITY INSURANCE., . 
THE WIDE VARIETY OF JOBS IN THE 
FIELD ARE DISCUSSED AND ILLUSTRATED 
WITH REAL-LIFE CASE HISTORIES. THE 
FINAL CHAPTERS PROVIDE INFORMATION 
ABOUT HOW TO ENTER THE INSURANCE 
BUSINESS. AN APPENDIX LISTS 
COLLEGES AND UNIVERSITIES OFFERING 
INSURANCE MAJORS, AlI^NG WITH 
SOURCES OF FINANCIAL ^ID. A 
BIBLIOGRAPHY OF EDUCATIONAL 
OPPORTUNITIES IN THE INSURANCE 
FIELD IS INCLUDED. (ARG) 

VT 016 853 
WINIER, ELMER L. 

YOUR FUTURE IN YOUR OWN BUSINESS. 
ARCO-ROSEN CAREER GUIDANCE SERIES. 

|D0CUMENT not AVAILABLE FROM fcDRS. 
7230-06282 

ARCO PUBLISHING COMPANY, INC., 219 
PARK AVENUE SOUTH, NEW YORK, N.Y. 
ir,003 
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COLLECTION; REVISION 

DESCRIPTORS - CAREER EDUCATION; 
♦DISTRIBUTIVE EDUCATION; MARKETING; 
SECONDARY GRADES; OCCUPATIONAL 
INFORMATION; GUIDANCE; 
♦SUPPLEMENTARY TEXTBOOKS; 
INFORMATION SOURCES; BUSINESS; 
♦ BUSINESS EDUCATION; ♦CAREER 
PLANNING; ♦OCCUPATIONAL GUIDANCE; 
VOCATIONAL EDUCATION; %AREER 
CHOICE; VOCATIONAL C0UN1|LI NG 
IDENTIFIERS - ♦EDUCATIOnIL 
AWARENESS; CAREER AWARENESI. ' 



ABSTRACT - THIS BOOK, WRITTEN BY A 
SUCCESSFUL BUSINESSMAN, IS FROM THE 
, ARCO-ROSEN CAREER GUIDANC t SERIES 
BUT CAN BE USED INDEPENDEifLY WITH 
GRADES 10-12. IT IS DESIGNED TO 
HELP ANSWER QUESTIONS SUCH ASt WHAT 
KIND OF PERSON DOES A BUSINESS 
CAREER REQUIRE? WHAT B)UCATIONAL 
BACKGROUND IS HELPFUL? WHAT ARE THE 
PERSONAL SATISFAfTIONS? WHAT ARE 
THE OPPORTUNITIES? WHAT ARE THE 
DISADVANTAGES? WHAT SKILLS OR 
TRAINING ARE NECESSARY? HOW MUCH 
DOES THE AVERAGE PERSON EARN? 
INCLUDED ARE APPENDIXES LISTING 
FRANCHISING COMPANIES, SMALL 
BUSINESS ADMINISTRATION FIELD 
OFFICES, U.S. DEPARTMENT OF 
COMMERCE FIELD OFFI-CES* AND 
ORGANIZATIONS PUdLlSHING PAMPHLETS 
AND PERIODICALS ABOUT BUSINESS. 
IRR) 
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IDENTIFIERS - CAREEK AWARtNESf; 
EMPLOYMENT SKILLS 

ABSTRACT - THIS BOOK, WRITTEN BY A 
PRACTICING ACCOUNTANT, IS ONE OF 
THE ARCO-KOSE^^AREER GUIDANCE 
SERIES FOR STUtfpNTS IN GRADtS 9-12. 
AFTER DESCRIBING WHAT AN ACCOUNTANT 
IS, THE AUTHOR DEALS WITH SUCH 
-SUBJECTS. AS: CI) GETTING READY FOR 
ACCOUNTING, C2) PICKING YOUR JOB, 
(3) ACCOUNTING JOBS IN GOVERNMENT, 
Ah4) (4) WOMEN IN ACCOUNTING. A 
SELF-EVALUATION TEST APPEARS AT THE 
END OF THE BOOK FOLLOWED BY 
DtTAILED OIRLCTIONS ON HOW TO APPlY 
FOR A JOB. AN APPENDIX INCLUDES 
DIRECTORIES OF ACCOUNTING 
ASSXIATIONS, SCHOLARSHIPS AND 
LOANS. A 6-PAGE CODE OF 
PROFESSIONAL ETHICS IS INCLUDED. 
IPM) 
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CAREER EDUCATION; 
♦SUPPLEMENTARY READING MATERIALS; 
♦DATA PROCESSING; RESOURCE 
MATERIALS; SECONDARY GRADES; 
OCCUPATIONAL INFORMATION; ♦CAREER 
OPPORTUNITIES; *COMPUTER SCIENCE 
E LOCATION; COMPUTER SCIENCE 
IDENTIFIERS * EDUCATIONAL 
AWARENESS; *CARFER AWARENESS 



ABSTRACT - WRITTEN BY A MEMBER OF 
THE BOARD OF DIRECTORS OF THE 
SPERRY RAND CORPORATION, THIS 
GUIDANCE READING RESOURCE 
INTRODUCES THE 9-12 GRADE STUDENT 
TO THE CAREEK OPPORTUNITIES IN 
COMPUTER INDUSTRIES. TOPICS COVERED 
INCLUDE: 11) THE INFLUENCE OF 
COMPTERS, (2) APPLICATIONS OF 
CCWUTERS, AND (3)' CAREER 



OPPORTUNITIES. AN APPENDIX INCLUDES 
ADDRESSES OF COMPUTER MANUFACTURERS 
FOR FURTHER VOCATIONAL INFORMATION, J 
A PARTIAL GLOSSARY OF COMPUTER 
TERMINOLOGY, AND A BIBLIOGRAPHY OF 
SUGGESTED READINGS. THE BOOK IS 
SUITABLE FOR SELF-INSTRUCTION OR 
GROUP DISCUSSION AND GUIDANCE. fDH) 
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10003 

pub date - 65 160p.pmm 

collection 

descriptors - career education; 
secondary grades; occupational 
information; ♦supplementary 
textbooks; ♦banking; business 
education; *finance occupations; 
♦occupational guidance; career 
planning; resource guides 
identifiers - educational 
awareness; ♦career awareness 

abstract - this supplementary 

TEXTBOOK OFFERS STUCJENTS GRADES 9- 
12 PROFESSIONAL GUIDANCE FOR 
PLANNING A POSSIBLE BANKING CAREER. 
IT OFFERS CAREER INFORMATION AND 
GUIDANCE FOR STUDENTS WITH EMPHASIS 
PLACED ON EDUCATIONAL AND CAREER 
AWARENESS. AMONG THE POINTS 
INCLUDED IN THIS BOOK THAT WILL 
HELP A STUDENT MAKE ADECISION ARE: 
WHAT KIND OF PERSON DOES THIS 
CAREER REQUIRE? WHAT EDUCATIONAL 
BACKGROUND«IS HELPFUL? WILL YOU AS 
AN INDIVIDUAL LIKE THIS CAREER? 
CPM) 
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EDITI ON 



DtSCRIPTOKS - CAREER tDUCATION; 
SECONDARY GRADES; ♦OCCUPATIONAL 
INFORMATION; *OATA PROCESSING 
OCCUPATIONS; OCCUPATIONAL GUIDANCE; 
VOCATIONAL COUNSELING; 
♦SUPPLEMENTARY TEXTBOOKS; 
INSTRUCTIONAL MATERIALS; COMPUTERS; 
♦ PROGRAMERS; COMPUTER PROGRAMS; 
♦CAREER PLANNING 
IDENTIFIERS - EDUCATIONAL 
AMARENESS; ♦CAREER | AW AREN ES S 

ABSTRACT - THIS BOOKt WRITTEN BY A 
SUCCESSFUL COMPUTER PROGRAMING 
EXECUTIVE, IS FROM THE ARCO-ROSEN 
CAREER GUIDANCE SERIES BUT CAN BE 
USED INDEPENDENTLY WITH GRADES V- 
1^. IT CONTAINS INFORMATIt^ ABOUT 
HOW COMPUTERS OPERATE, WHAf 
COMPUTER PROGRAMING IS, LEARNING TO 
bt A PROGRAMER, AND LANDING A JOB 
lU COMPUTER PROGRAMING. INCLUDED IS 
A LIST OF LOCATIONS WHERE A FREE 

^(TMPUTER PROGRAMING APTITUDE TEST 

^AN BE TAKEN. ( RR ) 
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ABSTRACT - THIS SET CONSISTING OF A 
TEACHER'S GUIDE AND 4 STUDENT 
TEXTBOOK/WORKBOOKS, FOR GRApES 10- 
1? IS'OESIGNED TO MOTIVATE AND 
INFORM STUDtNTS ABOUT MODERN OF/ICE 
CAREERS. THE BOOKS ARE AIMED KT 
POOR READERS, WITH LIMITED 
VOCABULARIES, INTELLIGENCE, AND 
MOTIVATION. THE FIRST STUDENT BOOK 
EXPOSES THE STUDENT TO THE WORLD OF 
THE BUSINESS OFFICE AND SEVERAL OF 
THE LANGUAGE, NUMBER, CLERICAL, AND 
SORTING SKILLS THAT ARE NEEDED IN 
ThE OFFICE. THE SECOND STUDENT BOOK 
CONCENTRATES ON PERSONAL 
IMPROVEMENT AS IT RELATES TO JOB 
SUCCESS. THE THIRD STUDENT BOOK 
DESCRIBES THE WAYS THAT JOB SKILLS 
ARE USED IN BUSINESS AND THE 
ACTIVITIES OF EMELOYEES IN OVER 25 
DIFFERENT CLERICAl JOBS, AMONG 
THEM, TYPING, FILING, COMPUTING, 
ACCOUNT-RECORDING, MATERIAL AND 
PRODUCTION-RECORDING JOBS AND 
INFORMATION AND MESSAGE 
DISTRIBUTION JOBS. THE FOURTH 
STUDENT BOOK OUTLINES THE 
PROCEDURES FOR FINDING AND GETTING»^ 
THE RIGHT JOB. SOURCES OF JOBS AR€ 
INCLUDED, AS ARE SKILL EXCERCISES 
AND A COMPREHENSIVE REVIEW OF ALL 
FOUR BOOKS. EACH BOOK CONTAINS A 
VOCABULARY-BUILDING DICTIONARY, 
QUESTIONS AND ILLUSTRATIONS. THE . 
TEACHER'S GUIDE "CONTAINS SPECIFIC 
TEACHING TECHNIQUES, -A LIST OF/ 
RESOURCES AND ANSWERS TO STUDjPNT 
EXERCISES. DISCUSSION QUESTIfliNS, 
MODELING", SIMULATION, ROLE PtAYlNG, 
AND COUNSELING SUGGESTIONS ARE 
GIVEN. (PM) 
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COMPUTER SCIENCt; COMPUTE k SCIENCE 
education; TECHNICAL EDUCATION; 
♦TECHNICAL OCCUPATIONS; SKILLED 
OCCUPATIONS; ♦OCCUPATIONAL 
INFORMATION; ♦CAREER OPPORTUNITIES 
IDENTIFIERS - <?CAREER AWARENESS . 

ABSTRACT - PART OF A SERIES, THIS 
BOOK WAS WRITTEN FOR YOUNG CHILDREN 
IN GRADES 5-9. CHAPTERS DISCUSS: 
Cl> THE HISTORY OF THE COMPUTLR, 
INCLUDING A DESCRIPTION OF THE 
^COMPUTER AND COMPUTER LANGUAGE, 12) 
JOBS IN COMPUTER HARDWARE WHICH 
DEAL WITH. BUILDING, DESIGNING, AND 
MAINTENANCE OF THE COMPUTER, I3» 
RtSPONSIblLITIES OF THE PKOGR^^ER, 
AND (4) APPLICATIONS OF THE 
COMPUTER IN THE MODERN WORLD. (PM) 
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DAME, J. FRANK, AND OTHERS 
EXPLORATORY BUSINESS: DISTRIBUTIVE, 
CLERICAL, ACCOUNTING/DATA 
PROCESSING, STENOGRAPHIC 
OCCUPATIONS. 

DOCUI^NT NOT AVAILABLE FROM EDRS. 
157O-0A430 

MCGRAW-HILL BOOK CO., 330 W. A2 
ST., NEW YORK, N.Y. 10036 
PUB DATE .- 71 231P. PMM 

COLLECTION; FIFTH EDITION 
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DESCRIPTORS - CAREER EDUCATION; 
TEXTBOOKS; SECONDARY GRADES; 
COMMUNICATIONS; ♦STUDY GUIDES; 
BUSINESS EDUCATION; ♦BUSINESS 
SKILLS; BUSH4ESS SUBJECTS; 
DISTRIBUTIVE EDUCATION; ♦OFFICE 
OCCUI*ATIONS; OFFICE OCCUPATIONS 
EDUCATION; JOB SKILLS; ♦WORK 
ATTITUDES; OCCUPATIONAL 
INFORMATION; GUIDANCE; ♦TEACHING 
GUIDES 

If'ENTlFIERS - CAREER AWARENESS; 
♦BEGINNING COMPETENCE . 
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SECTION ON EXPLORING THE WORLD OF 
BUSINESS. AN EXTENSIVE PERSONAL 
INVENTORY CHECKLIST IS INCLUDED 
WHICH COVERS DESIRABtE APPEARANCE 
AND PERSONALITY AS. WELL AS 
COMWNICATION AND GENERAL WORK 
HABITS. A TEACHER'S MANUAL IS 
AVAILABLE WHICH CONTAINS SUGGESTED 
ACTIVITIES, ANSWER KEYS TO STUDENT 
EXERCISES, AND LISTS OF 
SUPPLEMENTARY COUflSES OF REFERENCE 
FOR THE TEACHER. IPM) 
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OPPORTUNITIES IN OFFICE 
OCCUPATIONS. 
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DESCRIPTORS ^ Wg/mK EDUCATION; 
SECONDARY GRAoif^POST SECONDARY 
EDUCATION; TEXTBOOKS; *CAREER 
OPPORTUNITIES; ♦OCCUPATIONAL 
INFORMATION; EMPLOYMENT 
OPPORTUNITIES ; COMMUNICATfONS ; 
BOOKKEEPING; ♦OFFICE OCCUPATIONS; 
BUSINESS EDUCATION; OFFICE 
OCCUPATIONS. EDUCATION; SECRETARIES; 
STENOGRAPHERS? ♦OFFICE PRACTICE; 
CAREER PLANNING; EMPLOYMENT 
QUALIFICATIONS 
IDENTIFIERS - EDUCATIONAL 
AWARENESS; ♦CAREER AWARENESS 

ABSTRACT - THIS ROOK, PART OF THE 
VOCATIONAL GUIDANCE MANUAL SERIES 
WRITTEN FOR GRADES 9-14, IS A 
COMPENDIUM OF FACTUAL INFORMATION 
ABOUT THE JOBS AVAILABLE IN OFFICES 
TODAY. FOUR MAIN OFFICE^^OCCUPATIONS 
ARE DESCRIBED: (1) BOOKKEEPER, 12) 
TYPIST, ( M STENOGRAPHER, |4» 
SECRETARY PthE CHAPTERS DESCRIBE 
THE EDUCATIONAL TRAINING NECESSARY, 
THE PRINCIf AL DUTIES INVOLVED, HOW 
TO GET STARTED, ADVANTAGES, 
SALARIES, aUd J0f PORTUNI TI ES FOR 
ADVANCEMENT. TH^ BOOK DISCUSSES' 
HIGH SCHOOL* COLLEGE, BUSINESS 
SCHOOL CURRICULA, THE EFFECT OF ,, 
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TECHNOLOGICAL CHANGES ON JOB 
CLASSIFICATION, DECENTRALIZATION OF 
iFFICE WORK IN THE OFFICE POO.. AND 
'ABILITIES THAT WILL BE REOUIKtD IN 
TOMORROW'S OFFICE. VARI OUS' TY PE S OF 
MODERN OFFICE EtUIPMENT SUCH AS 
INSTANT COPIERS, AUTOMATED ANL « 
MICROFILMED FILES, PROGRAMED 
TYPEWRITERS AND COMPUTERS ARE ALSO 
DISCUSSED. A BIBLIOGRAPHY 15 
INCLUDED. (PM) 
* 
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NUSSBAUM, MARTIN 

OFPOKTUNITItS IN ELECTRONIC DATA 
PROCESSING. . 

DOCUMENT NOT AVAILABLE FROM EDRS. 
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UNIVERSAL PUBLISHING AND 
DISTRIBUTING CORP., 235 E. 45 ST., 
NEW YORK*, «|,Y. 10017 C$4.95) 
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COLLECTION , , 

DESCRIPTORS - CAREER EDUCATION; 
lSECONDARY GRADES; POST 5F,CON0ARY 
'tl'UCATIDN; TEXTBOOKS; *ELECTRONIC 
DATA PROCESSING; COMPUTER SCIENCE; 
♦COMPUTER^; COMPUTER SCIENCL 
EDUCATION; njATA PROCESSING 
OCCUPATIONS; ELECTRONICS INDUSTRY; . 
DIRECTORIES; ♦OCCUPATIONAL 
INFORMATION; EMPLOYMENT 
OPPORTUNITIES; EMPLOYI^ENT 
QUALIFICATIONS; COMMUNICATIONS 
IDENTIFIERS - EDUCATIONAL- 
AWARENESS; ♦CAREER AWARENESS 

ABSTRACT - THIS BOOK, PART. OF ThE 
VOC/tflONAL GUIDANCE MANUAL SERIES, 
WRITTEN FOR GRADES 11-14, IS A 
COMPENDIUM OF FACTUAL INFORMATION 
ABOUT THE ELECTRONIC DATA 
PROCESSING FIELD. IT DESCRIBES THE 
KINDS OF WOXK AND KINDS OF PEOPLE 
WHO HAVE HAD SUCCESS IN PkOGRAMING, 
OPERATING, AND MANAGING COMPUTER 
SYSTEMS. THE DUTIES, EDUCATIONAL 
RfcOUI REMENTSt APTITUDES AND 
TEMPERAMENTS REOUIKED FOK EACH JOB 

• CATEGORY ARE STATED. A BRIEF 
DISCUSSION OF THE PROCESS OF DATA 
PROCESSING, HOW COMPUTERS WORK, AND 
HOW TO GET STARTED IN THE FIELD ARE 
INCLUDED, ORGANIZATIONS AND 
SOCIETIES CONCERNED WITH DATA 



PROCESSING ARE LISTED, AS HIGH 
SCHOOLS, JUNIOR/COMMUNITY COLLEGES, 
COLLEGES, PRIVATE SCHOOLS, 
CORRESPONDENCE SCHOOLS, AND OTHER 
SOURCES OF TilAINING. A LIST OF 
SUGGESTED lyrADINGS CONCLUDES THE 
BOOK. IPM ) ^ 
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EVANS, RUPERT N. 
FOUNDATIONS OF " VQCAT lONA L 
EDUCATION. THE MERRILL SERIES IW 
CAREER PROGRAMS, 
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.ADMINISTRATION; ♦H)UCATIONAL a 
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TtACHER EDUCATION; MANPOWER 
DEVELOPMENT; COOPERATIVE EDUCATION; 
ECONOMICS; SOCIOLOGY; PSYCHOLOGY; 
♦ fcoHlATIONAL PLANNING; *FOUNDATIONS 
Of= EDUCATION 

ABSTRACT - DESIGNED FOR VOCATIONAL 
EDUCATORS AND THOSE PLANNING TO 
ENTER THE FIELD, THIS BOOK 
CONCENTRATES ON BASIC PRINCIPLES 
AFFECTING ALL OF HUMAN RESOURCE 
DEVELOPMENT. THE FIRST SECTION IS 
DEVOTED TO THE GOALS OF VOCATIONAL 
EDUCATION AND THEIR PRESENT , ' j 
EMPHASIS ON HUMAN RESOURCE' 
DEVELOPMENT RATHER THAN THE NA.RROW, 
CONCERN FOR, MEETING THE NEEDS OF 
LOCAL EMPLOYEES. THE SECOND SECTION 
PRESENTS AN OVERVIEW OF THE. 
CONTRIBUTIONS OF FOUR SOCIAL 
SCIENCES^ PHILOSOPHY, ECONOMICS, 
SOCIOLOGY, AND PSYCHOLOGY, TOWARD 
THESE GOALS. THE THIRD SECTION IS 
CONCERNED WITH PRESENT PROGRAMS OF 
VOCATIONAL FDUCATION AND IRENDS 
WHICH ARE LIKELY TO AFFECT THE 
GOALS — IT IS ORGANIZED IN TERMS OF 
INSTRUCTI-ONAL LEVEL WTTHJN i 
VOCATIONAL EDUCATION. METHODS OF 
PREPARING PERSONNEL TO CONDUCT 
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P'ROGRAHS OF VOCAIION^kL EDUCATION 
FOLLOW, WITH PARTICULAR AlTtNTION 
TO THE ROLE OF OCCUPATIONAL 
EDUCATION IN UNDERDEVELOPED AREAS 
JpF THIS COUNTRY AND THE WORLD 'ANT) 
ITS ROLfc IN THE DEVELOPMENT OF 
INDIVIDUALS' .fULL HUMAN POTENTIAL. 
IPMI 
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KIPLIf^GtK WASHINGTON EDITORS, INC., 
WASHINGTON, D.C., 

DOCUMENT NOT AVAILABLE FROM EDRS. 
7 307-046 20 

CHANGING TIMES EDUCATION SERVICE, 
17?9 H STREET, N.W., WASHINGTON, . 
D.C. 20006 

P^^B DATE - 71 8P.» PMM 

COLLECTION ■ I- 

DfcSCRIPTOKS - SECONDARY -GRADE S; 
PO^T SECONDARY EDUCATION; CAREPK 
education; flNSTRUCTlONAL 
MATERIALS; RESOURCE MATERIALS ; ' 
TRADE; BUSINESS A DM IN I STKAT 101^; 
♦ PU SltlE S S ; *n AN AG EM EN T ; * HA NA GE HE NT 
EDUCA'TIOI^; BUSINESS EDUCATION; 
leadership; CONSUMER EDUCATION; 
FACILITY GUIDELINES; .*PRGPEKTY ' 
APPRAISAL 

IDENTIFIERS - C,AfcEE R AWAR ENES S ; 
DECISION, MAKING; *ECGNOMIC 
AWARENESS i. 

ABSTRACT - TfJIS THREE-PART KIT IS 
DESIGNED TO PRO VIDE A CLASSROOM OF 
40 STUDENTS IN GRADES 7-10 WITH ' 
INFORMATION .ABOUT BUY ING A * i 

BUSINESS. THE KIT INCLUDES: II) A 
BKIEF TEACHING GUIDE, (2) A 
Tf<-ANSPARENCY WHICH LISTS SIX ' 
CRITERIA TU BE CONSIDERED BEFORE ' 
' BUYING A BUSINESS, AND (3) AO • ^ 

COPIES Or A A-PA-GE ARTICLE kE 'PRINT j 
THAT HELPS STUDENTS CLARIFY WHAT 
T HE y. NEED TO KNOW bFFORf bUYI NG A 
BU^J^ii^ESS. THE ARTICLE LISTS THE 
EXPERTS WHO CAN HELP IN A BUSINESS 
TRANSACTIOKl AND PROVIDES / 
INfORMATION ABOUT HOW MUCH M«NEY A 
POTENTIAL BUYER CAN EXPECT fO PAY 
^ pi ONLY FOR PROPERTY BUT IN 
INSURANC4: AND TAXES i THE 
ACCOKPANYING TEACHING GUIDE IBRI EFLY 
LISTS KEY CONCEPTS AND OUESTION§ 
FOR DISCUSSION. AL^NG WITH SUGGESTED 
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ACTIVITIES FOR STUDENTS. (PM) 
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flALS; CAREER EDUCATION 
VOCATIONAL E[fGc ACTION; ♦PROGRAM v 
PLANNING; VOCATIONAL DEVELOPMENT; 
COMI^ITY. SUPPORT ♦COORDINATORS; 
♦WtroT'EXPERIENCE, PROGRAMS; 
/^ytljpOPERAT IVE PROGRAMS; ySE^CONDARY ' 
IADE5; POST SECONDARY EOUCATION; 
^UMANITIES'' 

IDENTIFIERS - EDUCATIONAL 
AWa'RENESS; ♦OREGON; CA«^ER 
AWARENESS • 

ABSTRACT. - IthIS MANUAL H^ BEEN 
PREPARED BYljiTljlE COOPERATrVE WOftK". 
EXPERIENCE SPECIALIST OP rtHt 
In STRUCT rO*^L SERVICES DIVISION -OF 
OREGON, WITH THE HELP OF :PTHE'*J° WOR^I|;,> 
E-XPERIENCE COOR,DI NATORS , TO S.ERVEW'^ 
AS- A GUIDE FORaTEACHEftS, ^ T?..- ^ 
coordinators;' COUNSELORS, A°N[iE^ . ' 
COMMUNITY LEADERS WftO AR€ ; ' *; 

responsible for establ'i shlnt^'/ 
secondar,y and vpost-second.ary 
cooperative work e j<*>eri ence " 
Education programs.' this Booklet, ^ 

OUTLINES FA'CTORS TO CONSIDER'fQR 

implementing a progr-am^. planning 

procedures, REiSPONSIBILltlES OF THt 
participants (SCHOdL STAFF,' 
ErtPLOYERS, STUDENT TRAINEES, 
PARENTS), AND tHE' MINIMUM CRITERIA 
NFEDED TO QUALIFY FOR STATE 
REIMBURSEMENT. MUCH OF THE MATERIAL 
IN THIS MANUAL IS DERIVED FROM THE 
CALIFORNIA STATE DEPARTHE# OF 
EDUCATION "HANDBOOK ON^dRK 
EXPERIENCE EDUCATI0N.*#1?rtIS 
DOCUMENT. IS 3-HOLE PpNCHED FOR EASY 
INSERTIOfi INTO A RING BINDER. A 
'WIDE «ANGE OF RESOURCB MATERIALS IS;I 
INCLUDED. (AG) ^ 
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Aytt^^AtlONAL PROBt|MSi 

L&fcdRG I A. UNI V • t A T L A NTaI*^' 
,MF AVAILABLE IN Vl-tRIC SET. 
' POb date - 72 85P. 

O'tSCRIPTORS - ♦ROLE PLAYII 
^t^PEClAL PROGRAMS; *VOCATj 
iM'DUCATION; VOCATIONAL DEvj 
,* PROBLEM solving; *SKI^LL 
V DtVELOPIlJENT; SE(#ONDARY GRADI 
W'ORKSHEEjS; OCCUPATIONAL GUIDaNCEI 
'C>^*.Ct*^3te«AKING SKILLS; HUMANITIES; 
VISlM|^n|S; ORAL REA.D1NG; 
^.O'uE^HHhG TECHNIQUES; RESOURCE 

r IDENTIFIERS - DECISIONS; ATTITUDES 
.^APPRECIATIONS 

BS TR ACT - THIS SPIRAL-BO UN D 
.'INSTRUCTIONAL GUIDE WAS DEVELOPED * 
S?^Y ;;TWa PROFESSORS IN THE 
-^(EPARirMtNTS OF REHABILITATION 
^JOUN^gLTNG AND VOCATIONAL EDUCATION 

A SUPPL^I^ENT TO COOPERATIVE AND 
C SfiPC I AL PROGRAMS AT THE SECOMDARY 
LtVEL. INTENDED FOR' THE USE OF 
TEACHERS r COUNSELORS, AND 
VCtATIONAL PROGRi||i COORDINATORS, 
i THESE- RESOURCE M^'ftl ALS CONTAIN 24 
ROLE-PLAYING SI TO AT IONS CONCERNING, 
VOCATIONAL PROBLEMS, A WIDE R ANGE> 
OF STUDENT WORKSHEETS PRESENT ED tf« 
CLASS ACTIVITIES, AND VARIOUS 
RESOURCE LISTS. LINE DRAWINGS 
ILLUSTRATE THE TEXT. INTRODlttTORY 
ORAL HEADING MATERIALS FOR THE 
TEACHER'S USE ARE GIVEN PRIOR TO 
EACH ROLE-PLAYING ACTJJflTY. (AG) 
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DESCRIPTORS - *BDU.C *TI0NA L 
COORDINATION; ♦VOCATIONAL 
education; ♦ACADEMIC EDUCATION; 



ERIC 



ONAC DEVELOPMENT; 



^TAtE 
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PROGRAMS; ELEMENTARY GRADES; 
. SECONDARY GRADES; HUMA/i'lTIES; 
♦STUDENT PROJECTS; GOAL 
ORIENTATION; ♦EDUCATIONAL GAMES 
IDENTIFIERS - EDUCATION PROFESSIONS 
DEVELOPMENT ACT; EPDA; EDUCATIONAL 
AWARENESS 

ABSTRACT - THIS MANUAL PRESENTS 
NUMEROUS EDUCATIONAL GAHPS AND- 
STUDENT PROJECTS FOR THE ELEMENTARY 
AND SECONDARY GRADES RELATING TO 
VOCATIONAL EDUCATION FOR THE USE OF 
TEACHER-COORDINATORS IN GEORGIA'S - 
COORDINATED VOCATIONAL-ACADEMIC 
EDUCATION PROGRAMS. INTENDED>^OR 
USE IN THE CLASSROOM OR LABORATORY, 
THESE SUGGESTED IDEAS SHOULD . 
' BNHAf^CE THE CREATIVITY AND 
MEANINGFULNESS OF THE VOCATIONAL- 
ACADEMIC CURRICULUM. THESE GAMES 
AND PROJECTS, DEVELOPED BY 
VOCATIONAL PROGRAM COORDINATORS 
ENROLLED IN AN INTERNSHIP AT THE • 
UNIVERSITY OF GEORGIA, INCLUDE 
GOALS, GRADE LEVELS, AND CQIIPLETE 
DESCRIPTIONS AND E)y>LANATraNS OF 
THEIR USE. (AG) 

«017 215 . 
RDINATED VOCATIONAL ACADEMIC 
EDUCATION TRAINING GUIDES. 

GEOR&IA UNIV., ATHENS. DIV. OF 
VOCATIONAL EDUCATION. 
OFFICE OF EDUCATION (DHEW), 
WASHINGTON, D.C. 

MF AVAILABLE IN VT-ERIC SET. ' - tf" 
PUB DATE - 71 67P. > ' 

DESCRIPTORS - OCCUPATIONAL 
INFORMATION; ♦EDUCATIONAL 
COOROINATIpN; ^^ACADEMIC EDUCATION; ' 
♦VOCATIONfl EDUCATION; VOCATIONAL 
DEVELOPMENT; HUMANITIES? SECOMbARY.. 
GRADES; ♦JOB .TRAINING; ♦LEADERS jfl' 
GUIDES;- ENTRY WORKERS; COURSE ' 

daiiECTivES; trade and industrial' ' 

eiuCAtlONr TASK PERFORMANCE 
IDENTIFIERS - BEGINNING COMPETENCE; 
EDUCATION PROFESSIONS DEVELOPMENT 
ACT; EPDA T • 

. A bS TRACTV- TH E- OCCUP ATI ONAL . 

;, INFORMATION CONTAINED IN THESE JOB 
TRAINING PLANS FOR A COORDINATED 
VOC AT lONAL-ACADFMlC. EDUCATION 

^PROGRAM AT THE*SECONDARY LEVEL IS 
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INTfNDED TO PkOVKff PKOGHvJM, 



C ClOrtI) iNAlOkS A ND^ift AD £ M 1 C, t fA CH E K S 
WITH SUGGESTIONS VOR REL*T,ING ^ 
FHiCTICAL job INSTRUCTIOtNf to 
ACADEMIC SKILLS. THtSE TJ?l8i|NING 

plans^for vakious entry pVEL 

#CCUPATtONS INCLUDE OBjfil^|lVES, 
OUTLINES OF REUUIRED TASK' 
PERFflWHANCESf DIRECTLY RFl'ATED 
INFORMATION NECESSARY Fbs , . 
PERFORMING THESE TASKS,' InD RELATED 
ACADEMIC SKILLS IN A, '^-COLUMN 
FORMAT. THESE LEAD^F^S J.,;GUIDES WERE 
DEVELOPED BY COORDiNAXORS FOR 
GEORGIA* 5 COOKDINATEDViVOCATIONAL- 
ACAOEMIC EOUCATldN Pf^OGRAHS WHO 
WERt ENROLLED IN AN^aNTERNSHIP AT 
XHE UNIVERSITY -OF GEQf^GlA. (AG) 
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COORDINATED VOCAT*ONAL ACADEMIC V 
E DUC A TI ON I NS 7R UCT I ON A L V M ATRI Xg^i 

GEORGIA UNlV.t AT»%NS. 
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OFFICE OF EDUCATION (DHEWJf 
WASHINGTON, D .C . ^ ' 

MF AVAILABLE IN VT-FRIC SET 
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DESCRIPTORS - *EDUCATtONAL 
i OORDIN^TiipN; ♦VOdlTIONAL 
EDUCATION; *STATE PROGRAMS; 
♦CURRICULUM PLANNING; CORE 
CURRICULUM}"^ ACADEMIC EDUCATI C^; 
VOCATIOfNAL DEVELOPMENT; TEACHING 
PkOCEDUHES.6 WORKSHEETS; RfSfJURCE 
Ef RIALS; STUDENT PROJECTS; 
hDARY GRADES; HUMANITIES * 




IFItRS - ATTITUDES 
•CIATIONS; CAREER AWARENESS; 
EPDA; EDUCATION PROFESSIONS 
DEVELOPMENT ACT 

ABSTRACT - THIS IN§TRUCTt CNAL 
MATRIX for' A COORDINAT^ 
VOCATIONAL-ACAOrMIC EDUCATION 
PROGRAM IN GEORGIA WAS DEVEliOFED 
REGi01*<AL PROGRAM CODRDI NATt)RS 
ENROLLEDflN AN INTERNSHIP AT THE 
UNIVERSITY OF GEORGIA IN ORDER TO 
AID THE VOCATIONAL TEACHER- 
COOR«»INATOR IN CU 
THE 29 SUGGESTED 
UNITS COVER SUCH 
CHOOSING A CAREER, 
EDUCATION, (3) 
RELATIONSHIPS, 



BY 



ICULUM PLANNING. 

RUCT lONAL 
PICS AS: (1) 
(2J CONSUMER ^ 
INTERPERSONAL 
AND <4J GETTING 



AND 
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KEEPING A JOB. FOR EACH OPpHE FIVE 
SCHOOLDAYS IN THE WEEK, LEARNING 
ACTIVITIES, STUDENT PROJECTS, 
TEACHING TECHNIQUES, ANp RESOURCE 
MATERIALS ARE LISTED FOR EACH TOPIC 
IN 6-COLUMN, 2-PAGE FORMATS. THIS 
CORE CURRICULUM INCLUDES A 
TEACHER'S WORKSHFET FOR NOTES" ABOUT 
ON-THE-JOB WORK EXPERIENCES, 
CLASSROOM OR LABORATORY SIMULATION, 
FOLLOW-UP ibEAS, AND STUDENT 
EVALUATION PROCEDURES. CAG) 

VT 017 217 ' . 

COORDtNAT^ VOCATIONAL ACADEMIC ' 
EDUtiHtlON INDIVIDUAL -PROJECTS. 



GEORGIA UNIV., ATHEHl!^. OIY, OF 
VOCATIONAL EDUCATION. 
OFFICE OF EDUCATION (DHEW), - 
WASHINGTON, D.C. / 
MF AVAILABLE IN VT-ERIC SET. 
PUB DATE T 71 78P. 



DESCRJPTORS - *EDUCATIONAL 
COORDINATION; *INDIVIDUAL 
ACTIVITIES; PROJECTS; KiSOURACE 
MATERIALS; *VOCAlHDNAL TOUCATION;. 
♦ACADEMIC EDUCATION; ^COORDINATORS ; 
VOCATIONAL DEVELOPMENT; ELEMENTARY 
GRADES; SECONDARY GKADESj,, 
HUMANITIES.; BIBLIOGRAPHIES 
IDENTIFfERS - EDUCATION PROFESSIONS 
DEVELOPMENT ACT; EPDA; EDUCATIONAL 
AlHAfENESS * , • 



ABSTRACT - THE 



INDIVIDUAL 
OF THIS DOCUMENT WERE%EV EL OPED 



PROJECTS 
FOR 

GEORGI A • S COORDI NATED. VOC AT I ONAL- 
ACADEMIC EDUCATION PROGRAMS BY 50 
COORDINATORS WHO WERE ENROLLED IN 
AN INTERNSHIP AT THE^UNIVERSITY OF 
GEORGIA AS REOUI RED . ASSIG||l§NTS 
FOCUSING ON SOME A'^^IJCt QF JHE;IR 
EDUCATIONAL ACTI Vf^T^^^S' 0)%. PERSONAr 
DLJilLOPMENT. STUDW FQRM^f 
COORDINATOR FORMSt'A ftll^toGRAPHY, 
AND OTHER' RESOURCE MATeRiALS ARE 
INCLUDED AND INTENDT ^ tme ygE" 
OF VOCATIONAL PROGRAM COORDINATORS. 
INVENTORIES, CHECKLISTS, 
QUESTIONNAIRES, AND DATA" SHEETS 
RELATING TO VOCATIONAL EDUCATION 
ARE PROVIDED. (AGI . £ 

01 Oil 218 • 
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^feQUGIA UNlV.t ATHENS. DIV. OF 

Vocational education. 
^»Ke OF education iuhewi, 

wIsHINGTONt D.C. • 

Mf AVAILABLE IN VT-ERIC SE|. 

PUB D-ATE - 71 80P. 

DESCRIPTORS - *STATE .PROGRAMS; 
♦manuals; VOCATIONAL DEVELOPMENT; 
SECONDARY GRADES; ♦VOCATIONAL 
EDUCATION; ♦YOUTH CLUBS;, ♦ACADEMIC 
EDUCATION; ^UCATIONAL 
COORDINATION; GUIDELINES; 
WORKSHEETS 

lOLNTIFIERS - EDUCATIONAL- 
AWARENESS; EPOA; bDOCATIONAL 
PRO^SSIONS DEVELOPMENT ACT 

APSTRACj/- THt Ct^B ORGANIZATION 
ACTIVITIES AND TH» CONTEST MANUAL 
WHICH MAKE UP THI^DOCUMENT WERE 
DEVELOPED FOR GEORGIA'S COORDINATED 
VOCATIONAL-ACADEMIC EDUCATION CLUBS 
BY A PROJECT STAFF OF REGIONAL 
VOCATIONAL EDUCATION COORDINATORS. 
THE THREE SECTIONS OF THE MANUAL 
fl|OVEK: CI) THE STATE ORGANIZATION* 
CONTESTS AND AWARDS, AND (3) 
SUGGESTED GUIDELINES FOR CLUB 
ACTlVNItS AUd" PROCEDURES. TEN 
CONTESTS ARE BRIEFLY OUTLINLD,. AND 
SUCH TOPICS AS PARLIAMENTARY* : 
Pkt»CtDURES AND ELECTION OF STAT| 
OFF^IiRS FOR THE CONDUCT Of THE* 
CLUB ACTIVITIES ARE D ISCUSSED . 1 AG) 

VT 017 219 

COORDINATED VOCATIONAL AC^ADEMIC 
EDUCATION SECO;>iL YEAR CURRICOlUM 
( 1970-^1,) . I 

GEORGIA UNIV., ATHENS. DlvHtoF|^ 
VOCATIONAL EDUCATION. jp 
OFFICE OF EDUCATION (DHEWJ, ' 

wASNGTa^i;^^D•c. ' I 

MF^IVAILABLE IN VT-ERIC SET. 
PKJb-^AlE - 71 B9P. 

DESCRIPTORS - ♦LDUCATIONXl 

cookdination; ♦curriculum guides; 

♦ VPCA*TI$SaL bDUCATIO^I; HUMANITIES; 

KACAt^MIC EDUCATION; VOCATIONAL . 
EVELOPMCI^T ; . SECONDARJ^ GRADES ; 
♦STATE PkOGRAMS; CAREER PLANNING* 
BtHAVIORAL OBJECTIVES ; CO^EPTUAU 
SCHEMES; LEARNING ACT IV IT ll !< ; ' 
TfAfWTNG TECHNlOUil 



IDENTIFIERS - EDUCATION PROFESSIONS 
DEVELOPMENT ACT; EPDA; CAREER 
AWARENESS 

ABSTRACT - THIS CURRICULUM GUIDE 
FOR THE SECOND YEAR IN A • 
COORDINATED VOCATIONAL-ACADEMIC 
EDUCATION PROGRAM AT THE SECONDARY 
LEVEL CONTAIflS FIVE TOPICAL UNITS 
DEALING WITH: (I) CA^E^ER PLANNINGt 
(2) INFORMATION ABO0#>iOBS, (3> 

30NEY MANAGEMENV, C^^y THE BUSINESS 
DRLD, AND-(?) LABOf^ LAWS AND, 
BENEFITS. EACH UNIfT f|P|LUDE S ' 
GtNEIJAL UNIT OBJECTIVES, SPECIFIC 
BEHAVIORAL OBJECTIVES FOR EACH 
SUBTOPIC, TOGETHER WITH CONCEPTS 
AND- SUGGESTED LEARNING ACTIVITIES 
IN 2-COLU^N FORMATS. SUGGESTED 
TEACHING TECHNIQUES INCLUDE THF USE 

OF ROLE playi;ng, p^^el. pi SCUSSIONS, 

RESOURCE. PERSONS ,- Flfi^J). TRI RS , AND 
AUDJOVISCf 
MA"^*"! 
:^GEORfc 
ACA©EM«C 
WHO i<E „ 

A mm6f6l(ciJiciX^i •'T;Hjr^Ui 
rTiditzzio 

"^"■'.lA/ ^v;'"| - „^ 

TlON^AL FC^lSATtONi 
O^^^C L .OF EDUCAff |(5S JDH)^W ) 

jTo^iji, '0'., 



URRICULUM 
f^OR 

voc^yrjofifi 

ntVirllifisHip 
veip^ij^ OP 



^EMfC. 




iM ENT AW OR: 
♦ ^OC 
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IC EO UCA^MO>!l; 
OcopllDINltWlNi^ ( ' 



JC^ T Ija^l /COpW INITI 
(OTN A^R SV .J«i§Ell»i&^ 

;e Mtr»A T I cfN ; w^s-vIkcj-ki 
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EDO 
♦ EDUl 
VOCAT 
COORD 
DISSE 

♦PUBLiejZE; ♦ 
COMMUNlCAXinN 
•ID^NTLF^tRS;.^- 
DEV^0<?i4E*IT AC 
AWA'Hq;N^ 

.ABS TR ACjf - ' THE^ MA^Ifs^Rt A L S F OR A 
tOMf»REHENSIVE PROrtbTIONAL KJT FOR 
GEORGIA'S COORtfXNATEO VOCIA'TIONAL- 
AJCADEMIC EDU'CA^Tt on programs yAS'AS 




E60tV^|ONAi. 
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ITS MAJOR O^jtClIVE THE ' . 
SlHPllF I CATION OF THE PUti 
RELATIONS DUTIES OF THE P 
COORDINjlkTORS. DEVELOPED B 
ti^:b(;Al(ti)]SlAL 'ebUCATION' COOR 

fcNf{>jOi;:iito in ,an internship 

i^Ni(;yERSITY. OF QEORGIA, TH 
$t(GG£STIONS ' ARR -GROUPED I 
FdtLOWlt^G TOPICAL AREAS i 
INCLUDlNd^NCWSPAPEk AND K 
SPEECHES* C3I AUDIO-VISUA 
HATEklALSt (^) COORDINATE 
VOCATIONAL ACADEMIC EDUCA 
15) CLUB REPORTER, (6) LE 
NEEDED FOR THE PROGRAM, ( 
AND POSTERS, AND (8) PROM 

.HANDOUTS. SAMPLE FORMS AR 
PROVIDED. (AG) 
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7) CHARTS 
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U*STRUCTI%,« (7) LAYOUT AND DESlGI(ff?ij 
OF LABORATQRIES, (8) COMMUNITY 
KES0URC6S#<%) EMPLOYMENT ^ 
' OP P OR TUN iMi . j N OF F r CE . 
REPKOekAyklC^', '(10) CASE STUOII 
RtPROGRAPHfC^.' IPM) - 

VT 017 .;?52- 
..CLARk, 'jqHI^ O.E. 
COMPUTE^<"$ AT WOj<K. A AROSSET ALL- 
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EDUCATION; 
INSTRUCTIONAL "WVAFF ; OFFICE 
OCCUPATIONS.; BUSINESS EDUCATION; 
♦recordkeeping; ebOKKEEPING; 
♦COMMUNICATION (THOUGHT TRANSFER), 
OFFICE MACHINES; EMPLOYMENT 
OPPORTUNITIES; SECRETARIES; 
CLERICAL WORKERS; ♦REPROGRAPHY* 



ABSTRACT - THIS BOOK SEEKS TO HELP 
•BUSINESS EDUCATION INSTRUCTIONAL 
Pt^l-SONNEL to' prepare NEW PEOPLE ^ 
ENTERING OFFICES TO MAKE-^QECI SI ONS • 
RELATIVE TO PAPERWORK PRODUCTION 
^ik).^IWVEMENT. ITflS AN A,tTEMPT TO 
^Mf^ROVe THE TRAINING OF BUSINESS 
iriUC^j^dN STUDENTS' TO MEET THE 
fOM^SWl CATIONS NEEDS OF TODAY'S 
BUSffl^lfcSS'ES. MAJOR CHAPTER. ^ 
DlSdiPsiO^rs INCLtJDE: <1)^HE ^ ~ 
REPfOTGRAPHICS INDUSTRY, fS) THE 
EWUIPHENT PROCESSES, (3) COMPARISON 
OF tMl PROCESSES FOR DECISION 
making; \(4) THE ROLE OF ,BUSINES« 
EDUCATIOI* iM REPROGRAPHICS, (5) 
INSTRUCTIONtL STRATEGIES, (6) . • _ 
:.r':MS FOR REPROGRAfHICS O 7 

ERJC ■ . . 
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SUPPLEMENTARY TEXTBOOKS; 
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PROCESSING; INFORMATION 
UTILIZATION; COMMUNICATIONS; 
COMPUTER ORIENTED PROGRAMS; 
♦COMPUTERS; POST SECONDARY 
EDUCATION; COMPUTER STORAGE 
DEVICES; INFORMATION RETRIEVAL; 
INFORMATldw DISSEMINATION; ♦CAR^€R >^ 
OPPORTUNITIES 
IDENTIFIERS - ATTITUDES 
fpPREflAXIONS; BEGINNING 
tdfMpETENCY; ♦CAREER AWARENESS 



ABSTRACT - 



_ i THEME OF tHit BOOK 
IS JHE 'C0MpWew^^^IN ACTION AND HOW 
IT 'AFFECtS OUR Ug/ES RATHER THAN 
THt TECHNICAL ITTe%ii0F Ct^MfUTER 
THEORY OR HOW COMPUTERS ARE , PUT 
TOGETHER. ST.AJ(f ING WITH filfcSIC 
CONCEPTS OF PTANNING AND l^dMPUT^R 
PRibRAMMING, VARIOUS COMPUTER ^ 
APPLICATIONS ARE, OUTLINED FCf THE 
PUBUC TRANSPORTATION FIELD, 
BAnIInG and ACCOUNTING, TRAFFIC 
CONTROL, WEATHER FORECASTING, 
MEDICAL DIAGNOSIS, MACHINE TOOLING 
AND PRODUCTION, /CRIME CONTROL* AND 
MANY OTHER ARE/jj^. FUTURE 
DEVELOPMENTS IN THESE FIELDS ARE 
ALSO discussed; <PH» |. W ^ 

VT 017 339 *E0i068 # , * 
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DESCRIPTORS - SLCONOARY GRADES; 
EDUCATIONAL FINANCE; ♦VOCATIONAL 
education; PROGRAM DEVELOPMtNT; 
♦COOPERATIVE FRO&kAMS ; VOCATIGMAL 
DtVELOPMttJT; WORK STUDY PKOGRAMS; 

♦ STATE PROGRAMS! '♦PROGRAM PLANNING; 

♦ RESOURCE M^ERlALS; COMPARATIVE 
ANALYSIS; fSaNCIAL SUPPC^RT 
IDENTIFIERS^ DECISIBNS; 
EDUCATIONAL AWARENBS ; ♦P UB LI C LAW 
90 576; VOQ^TIONAL "duCATIdN ACT OF 
1963 ^ 



Abstract - this booklet summarizes 
selected facts and suggestions for 
the use of stat t staffs in planning 

■^XjR THE ii^ELOPMENT OF COOPERATIVE 

'Tt Vocational education programs under 

{[^PiJBLIC LAW 90-576. designed TO 
IPpROVIDE pertinent INFORMATION AS 
TECHNICAL ASSISTANCE FOR 
FACILITATING THE DECI SION-MAK ING 
PROCESS* THIS RESOURCE MANUAL IS 
INTENDED FOR USF IN CONJUNCTION 
WITIf "A GUIDE FOR COOPERATIVE 
V-OCl^TlONAL EDUCATION," (EO 037 56A) 
PUBLISHED BY THE UNIVERSITY OF 
MINNESOTA. TERM DEFINITIONS, 
^FUNDING SOURCES FOR COOPFRATIVE 
. EDUCATION , SELECfeD REGULATIONS FOR 
STATE VOCATIONAL EDUCATION 
PROGRAMS, AJLLOWABtE*EXPBffDITURES OF 
FEDERAL AND MATCHING* FUNDS* PER^SONS 
SERVED COOPERATIVE i>ROGh AftSf^AND 
ADDITIONAL^^ftdGRAMMATIC INPORTiflON 
ARE INCLODtO.' A COMPARATIVE 
ANALYSiy"W' STATE, COOPERATIVE, ANH 
WORKrigTUDY -P^kOGf^AMS FOR VOjCA'TlONAL • 
E DUC Jri 0 N' I S P RE S EN TE D IN . A, 2^ 
COLUMNt^FORMAT. THE RESOUR^C^ 
MAT»IALS^ERt PRfcPAREp BY AN' 
EDUCAtXQlt*PftOGRAM SPECIALIST, UNDER 
THE DIRIPiON OF THE .CHIEF OF "STATE 
PROGRAMS AND SERVICES, ffft} 
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THIS PROGRAMED STUDENT 




ABStj*iACT - 

WORI^BOOK FllR GRADES 8-1%, DEALS 
.WITH THE FIELD OF CLERICAL WORK, 
INCLUDING TYPING, STENOGRAPHY AND 
FILING. THE STUDENT CAN STUDY AT; 
HIS OWN LJI^RNING PACE. THE SUBJ 
MATTER IS ORGANIZED INTO SMALL 
SEQUENTIAL STEPS* AND THE STUDENT 
IS QUESTIONED AFTER EACH STEP^ A 
TEST IS GIVEN AT THE END OF .JHE 
BOOK TO MEASURE THE STUDENT*?^ 
ACCOMPLISHMENT OP THE LEARNING 

OBJECTIVES. (PM) 
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MATERIALS; INSTRUCTIONAL MItERIALS: 
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TECHNICjfL TOWIONi- ♦OCCUPATIONAL 
INFORMATION f 
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IL'ENTIFItRS ^ECONOMIC' AWARENESS; 
EDUCATIONAL AWARENESS 

APST{IACT - PART QF THE GROSSEl AND 
. DUNLAP JOBS WITH A FUTURE SERIES,, 
THIS BOOK IS DESIGNED TO INFORM" 
YOUNG PEOPLE WITH OR WITHOUT A HIGH 
SCHOOL Dl||,OMA ABOUT JOB 
OPPORTUNITIES IN THE FIELD OF 
COLTERS AND DATA PROCESSING. THE 
&GOK COVERS THREE^BROAD tIpICS: (I) 
THE HISTURY OF TH'e COMPUTER AM) ITS 
PROSPECTS FOR THE FUTURt, (2) JOBS 
IN THE COMPUTER FIELD AND THE 
TRAINING KEUUIRfcD FOR EACH, AND (3) 
THE, OPERATION A Nil MECHANICS OF THE 
COMPUTER AND THE PROBLEM! 
PROGRAMMING. APPENDICES CO^ 
'"'SOURCES OF INFORMATION AND A 
GLOSSARY OF COMPUTER-RELATED TERMS. 
( PM ) 
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DISJdVAWTAGED STUDENTS IN 
VOCATIONAL EDUCATION. 




OMAfflf PUBLIC SCHOOLS, 
Of V'OCAJIDNAL AND-ADMliT 
MF AVAILABLE IN VT^^RIC 
PUB DATE AU&71 35P* 



R. DEPT. 
&i&UCATION» 

SrET ■ 




DbSCRLPTORS - *bUSINESS EDUCATION; 

♦ OFFICE PR ACT I C E ; TY P E WK I T I N^i 
"5ilf NDGRAPHY; -«.^URf*IJULUM GUIDES ; dEJ^, 
Uji^TKUCTIONAL iiATFRS'ALS; 

D i SADVANTAGE D S T UDE NT S ; ♦ BU SI NE SS 
^CORKE'^PONDENCE / 

IDINTIFIERS - tf'PLOYMENT ' SKITLS ; 

CAREER AWARENESS 

ABSTRACT - THE MATERIALS DEVELOPED 
BY VOCATIONAL TEACHERS IN THI,S 
SPECIAL PROJECT ARE CONCERNED WITH 
CURRICULA AUK) THOSE THINGS THAT 
SUPPLEMENT AND COMPLEMENT IT. THESE 
MATIRIALS^, Al^* PR-EPARED FOR PUPIlll 
WIJH SPECIaL NEEDS, PAKTICULARLY 
TI^E DISAD'vANTAG€D|OR HANDICAP Pf D. 
THE WHII^KS of this GUIDE DESlipNED 
It TO BE USED WITH MINll^UM ^ 
MODIFICATION IN THE REGULAR, ' 
^VOCATIONAL EDUC AT ION * CLAS SROOM * 
SEj^lING. THE UNITS ML DESIONEI? TP 
ACQUAINT •t PUPIL WITH ROUtlNE • 
P*'«J**ESS UlTERS. THEY PROV 

ERLd 



SUGGESTIONS ON HOW TO COMPOSE A 
CLEAR, EFFECTIVE BUSINESS LETTER 
AND INTRODUCE THE PURlL TO THE 
ZONING IMPROVEMENT PLAN AND ITS g 
INTEGRAL ROLE IN PQSTAL SERVICE. 
ALTHOUGH THIS UNIT WAS PREPARED 
PRIMARILY FOR USE *IN ADVANCED 
SHORTHAND, ADVANCED TYPEWRITING» 
AND OFFICE PRACTICES CLASSES* IT 
KAY ALSO BE USED IN INTRODlXlJ^DRY 
BUSINESS EDUCATION COURSE^*- tiM i 
ADDITION, IT MAY BE USEO'ip « 
DISTRIBUTIVE EDUCATION COURSES. THE 
MATERIALS MAY BE USED BY A GROUP QB 
AN INDIVIDUAL. ( AUTHORS /OL) - 

VT 017 522 

••career awareness" in the 
Elementary grades, instructional 
tehvision teacher's guide for 
grades four, five and six. 

# 

MEMPHIS CITY SCHOOL SYSTEM, TENN, 

DEPT. OF INSTRUCTION. 

OFFICE OF EDUCATION (DHEW), 

WASHINGTON, D.C. 

MF AVAILABLE olN VT-ERIC SET. 

PUB DATE - 72 a^7P. 



GUIDESi 
PAT I ON A L 




DESCRIPTORS - ♦TEACHING 
♦qiRfER EDUCATION? ♦OCQ 
CiJIIfRS; ♦INTEGRATED ffURRICUUUM; 
BUILDING TRADES; MASS MEDIA; 
BUSINESS; HEALTH OCCUPATIONi;ji 
INDUSTRIAL PERSONNEL; 
TRANSPORT AT lONjiHOME flfNAGEf 

marketing; ♦instructional 
' tilevtsion ' 
identifiers - career awareness 

abstract - this teacher's gplde for 
Instructional televi^iqn, ^#*>ared 
by the memphis c#y''^ch00l system, 

I'S PRIM^lLYvCONCERNED Wl"^ HELPIf^G 
THE TEACHER TNTROOUCE^eLEMENTARY 
CHlLDfEN TO THE WORLD OF WORK, IT 
IS DESIGNED TO FAMILIARIZE STUDENTS 
WITH CLUSTERS OF tCCUPATIONS, THE 
TITLES 0#VARlmi$ JOB^, AND Ttfc 
TOOLS GENERALLY A^SOCI.ATED WITH 
EACH WORKER . THE PR^JECl^ WAS 
DEVELOPED AROUND JH^ COWCEPT" THAT 
T**ERE IS DIGNITY. Af^ SATISFACTION 
IN WORKING. TO ffeniEVE THIS GOA|.f. 
THE GUIDE IS ORGANIZED ACCORDING 
A 3-FOLO APPROACH: CLASSROOM- 
'preparation for the TEL 
LESSON, THE LESSON ITSE 
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including discussion and questions* 
lND ^he follow-up classroom 
[ctivitie$. numerous occupations 

Ap PRESENTED INCLUDING ThE 

fwIlowing: construction, 

CaMMUNICATIUNS, bUSINtSS- HEALTH, 
INDUSTRIAL, TRANSPORTAT TON, PUBLIC 
SERVICES, HOMEMAKING, AND MARKETING 
,t3CCUPATI0NS. FOR EACH OCCUPATIONAL 
CLUSTER CLASSROOM PREPARATION 
INCLUDES WORKING WITH VOCABULARY 
WORDS, DISPLAYING POSTERS OF 
WORKERS, COMPLETING MATH AND 
SCI^»4'CE PKdfeLEMS, AND GENERAL, 
PREPARATION FOR THE TELECAST.^ 
•i AUTHOR S/DL ) 



VT 017 533 
OETKEN, HAROLD 
'general BUSINESS: BUSINESS 
EDUCATlO^JtlpURRICULUM GUIDf. 
INSTRUCTIONAL MATERIALS FOR 
WITH DISADVANTAGED STUDENTS 
VOGATIONAL EDUCATIONr^- 



USE 
I N 



OM^A Public schoo^s^^nebk. dept.- 
vocat;*onal and adult education. 

■k F aMi L A BL E . I N VT- eric SET. 
PUB OAIE - AUG71 175 P. 

DtSCRH»§DRS - WORKSHEETS; ~ 
TRANSPA^fcciES; RESOURCE 'MATERIALS; 
. »S» CURRICULUM guides; *^M(JE» 
PROGRAMS; *DISADVANTA6ED YOUTIsU 
SECONDARY ^RApES; *BUSINESS ^ 
EDUCATION; '* VOCATIONAL- EDUC AT,ibN;^f 
VXATIONAL DEVELOPfjbNT; !M)H.^- V 
^ANAG^ENTr MARK&TTNQj tEACHER" ' i 
■ DEy:fLOFED HATERIALS;iy5EXIBLE^ 
PROfeRESSION; TESTS * 
IDENTIFl-rKS - EOiCATlONAL ^ 
AWARENESS; B E G I NN fN G / CpMP E T EN CE 



ABSIJIACT - THIS tmRICULUM, 1^^^ 
FQ^i 4 SUMMER PROGRA'm IN, GENFRAL 
BWkH^S. AT' THF HIGH^ SCHOOL LLVfL^ 
PA^T OP a BUSINESS, EDUCATIC*< 
••^'^^Gk>M FOR OISADJ/ANTVAGED St^J^ENTS 
VDCAT lONA LtEDUCATI ON, WAS^ 
Dt^ELOPED BY /yjDCiJljMI^ 0|^.H FRS 

FOR A SPECIAX :cMrHV 

^DEVtLOPfJtNT PRbjECrTSR PUPILS HIJ 
■S PECI AL NEEDS . UTjfrJZ>NG A Ft EX 
^FORMAT, THE CURRltUl^K ,MAJEl^ 

FmumON COCKING ACCOUNTS, %^0r\ 

AND ci*PUTAT10N;'a^ ll*TEREST RATES. 

NUMEROUS STUDfcNj WOkKSteTS. 

' '':r'NT TE#S,' t^^A»fSPARB<CIES t 

^ ERIC - " 
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ANSWER KlYS, AND INFORMATION SHEfTS 
ARE PROVIDED. THIS DOCUMENT I S 3- 
HOLE PUNCHtT FOR EASE IN ADDITION 
OR REMOVAL UF PAGES. (AG) 

VT 017 556 

SHORTHAND: BUSINESS EDUCATION 
CURRICULUM GUIDE. INSTRUCTIONAL 
MATERIALS FOR USE WITH 
DISADVANTAGED STUDENTS IN 
VOCATIONAL EDUCATION. 

OMAHA PUBLIC SCHOOLS, NEBR. DEPT. 
OF VOCATIONAL AND ADULT EDUCATION. 
MF AVAILABLE IN^VT-ERIC SET. 
PUB DATE - AUG71 140P. 

.* 

DESCRIPTORS BUSINESS EDUCATION; 
♦VOCATIONAL EDUCATION; ♦OFFICE 
PRACTICE; ♦CURRICULUM GUIDES; .- f.^l. 
VISUAL AIDS; STUDY GUIDES; 
SECONDARY GRADES; INSTRUCTIONAL 
MATERIALS; ♦DISADVANTAGED YOUTH; ' 
♦STENOGRAPHY; MARKETING; BEHAVIORAL 
OBJECTIVES; TEACHING PROCEDURES; 
STUDENT TESTING 
IDENTIFIERS - EDUflATIONAL 
AWAf(ENESS; aEGINNING COMPETENCE 



nii: 



ABSTRACT - THIS CURRICULUM GUIDE, * 
DEVELOPED BY A HIGH SCHOOL 
VOCATIONAL TEACHER AS A SPECIAL 
SUflMER PROJECT, CONTAINS 
INSTRUCTItgpi MATERIALS IN 
SHOaSHAND AND OFFICE SKILLS FOR USE 
WlTfnJjyiADVANTAGEP STUDENTS IN A 
VOCATIWaL BUSINESS EDUCATION 
PROGRAM AT THE HIGH SCHOOL LEVfi. A 
WIDE RANGE OF TRA^PARENC IE S , 
SLIDE-TAPE MATERIALS, AND QUIZZES 
CAN BE ADAPTED FOR REGULAR CLASSES, 
kARGEG^OUl*'' PRESENTATIONS, OR 
tWiyflUA^ZED STUDY PACKETS. 
»AI^S'WE;A KfV^ FOR TEACMFRS AND^SAjiiPLE 
Af*SWER>SKEEf S ARE PROVI DED IN t^tS 
DOCUMENT, WhllCH IS 3-HOLe PUNCHED 
FOR EASE IN INSERTION ®R REMOVAL OF 
PAGES. BEHAVIORAL OBJECTIVE S»^ STUDf 
GUIDES, AND TEACHING S|bGESTIONS 
ARE INCLUDED FOR EACH llwi T ' OF 
STUDY. lAG) \- - 

VT (3^7 575 ^* 

Typewriting: business educMion 
curriculum guide. instructional 

M^ERIALS FbK USr WITH 
DISADVANTi|»GED STUDEKITS IN 
vocational' EDUCATION. , 
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BUSINESS AND OFFICE 



O^^AHA PUBLIC SCHOOLS, NEB«. DIV. OF 
VOCATIONAL AND ADULT li DUG AT ION. 
Mf AVAIL ABLt IN VT-LRIC SFT, 
PUB DATE. - AUG71 , to7P, 

DfcSCKlPTOKS - ^BUSINESS 60UCATI0N; 
SECONDaI^Y GRADES; ♦UNITS OF STUDY 
I SUBJECT, FIELDS); TRANSPARENCIES; 
AUDIOVISUAL AIDS; *CURRICULUM 
GUIDES; *TYPEWRITING; VOCATIONAL 
-EDUCATION; ♦UISADVANTAGED YOUTH; 
HANDICAPPED STUDENTS; VOCATIONAL 
DEVELOPMENT 

ICENTIFItKS EDUCATIONAL 
AWARENESS; BE Gliy^ I^G" QOMPET LNCE 

ABSTRACT - DEVELOPEd/bY VOCATIONAL 
EDUCATION TEACHERS- AS A SUMMER 
PkOjECT FOR BUSINESS %>UCAT.ION 
CUKRICULUMS FOR DISADVANTAGED 
AND/OR HANDICAPPED STUDENTS,, THESE 
INSTRUCTIONAL MATERIALS OUTLINE 
FOUR UNITS OF STUp^ FOR A 
VOCATIONAL EDUCATION CURRICULUM FOR 
THE SECONDARY GRADES IN 
TYPEWRITING. NUMEROUS* 
TRANSPARENCIES AND OTHER 
AUDIOVISUAL AIDS ARE INGLUDtD FOR 
THE FQLLOWING' INSTRUCTIONAL UNITS: 
II) INTRODUCING THE T YPEW RI Tlif^G 
KEYBOARD, (2)^ CHANGINC THE Rlbsdl 
ON A ROYAL TYPEllllTER* (3) 

POSTAL SERVICES AS RE LATLD >0*^^* 
Of-FICE PRAL^TICES^ND 14) <tHE TERM 
PAPER. THI-flDOCUfWlT IS 3-HaL|i 
PUNCHED FOR LASE IN ADDING OTHER 
MATERIALS.-,AAG) 



■i^FFICE OCCUPATIONS; PROGRAM 
PLANNING; LEARNING ACTIVITIES 
IDiNTIFIERS - CAREER AWARENESS 



UW^RSITY, 1 
MOTCLfe WHICH 
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"BUSINESS AND OFFICE EDUCATI^ON? 
MODEL TRAINING PLANS Jf-OR SECONDARY 
COOPERATIVE OFFICE .EDUCATION, 



INDIANA UNIV., BLOOMINGTON, SCHOOL 
OF EDUCATION"; 

INDIANA STATE BOARD OF VOCATIONAL" 
An6 TECHNICAL EDUCATION, 
INDIANAPOLIS; INDIANA: STATE DEPT. OF 
PUBLIC INSTRUCTION, IND lA NA PO.lI S, 
Mf AVAILABLE IN VT-ERIC SET. 
PUB DATE - AU&72 125P. 



DESCRIPTORS - *BUSINE S% E DUCA TI O 
*bffT^ OCCUPATIONS EDUCATION; 
♦COOPERATIVE education; MODELS; 
SECONDARY GRADES; OCCUPATIONAL 
CLUSTtRS; ON TM6|lJ0^ TRAINING; 

ERjC . 4* 



ABSTRACT ~ DEVELOPED BY LOCAL ^ 
TEACHER-COORDINATORS AFTER AN'^ ^ 
ORIENTATION WORKSHOP AT INDIANA 

THIS MANUAL CONSISTS OF 
ARE DESIGNED TO SERVE 
AS EXAMPLES FOR TEACHER- 
COdkDINATORS IN THE DEVELOPMENT AND 
UTILIZATION OF TRAMMING PLANS FOR 
HIGH SCHOOL STUDENTS ENROKD IN 
tCOOPERATIVE OFFICE EDUCAT'ION 
PROGRAMS. CONTENT MATERIAL OF THE 
MANUAL- IS ORGANIZED INTO TWO 
SfCTIONS: (DA DESCRIPTION OF THE 
DfSiGN OF THE MODEL TRAINING PLANS; 
FOR A COOPERATIVE VOCATIONAL 
EDUCATION PROJECT AND (2) AN , • 

EXPLANATION^^F THE DEVELOPMENT AND" 
UTILIZATION OF THE PLANS. THE PLANS 
PRESENf A 6-COLUHN FORMAT OF 
LEARNING^ ACTIVITIES, TRAINING BOTH 
ON-THC-JOB AND IN-SCHOOL, »AN °" 
EVALUATION, AND INDIVIDUAL STUDY 
■ ASSIGNMENTS WITH APPROXIMATE TIMES 
iPbR EACH LEARNING ACTIVITY. AMoIg 
THE 13 IRAINING PLANS PRESENTED ARE 
THESE^nfuR: <1) BOOKKEEPERS, (2) 
CASHreRS, (3) MACHINE OPERATORS, 
(^4,4 F I L E ■ C L E« K S , ( 5 ) * S E CR Er AR I E S , 
AfvjD ('i^)^. StENQGRAPHERS. (AUT»lbR>bL) 
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THOUGHTS ON THE 
■ INTRODUCTIOfJ^-TO 

WICHITA PUBLIC SCHOOLS, KANS. 
ftJF AVAILABLE iN VT-ERIC SET. 
f*UB DATE - 69 44P. 

DESCRIPTORS - *TE ACrfl N#GU^ DE S ; 
♦BUSINESS FDUCATION; SECONDARY 
GRADES; ♦TEACHING PROCEDURES; 
AUDIQVISUAL AIDS; UNIT PLAN; ^ 
♦^COURSBr^CONTENT; EDUCATIONAL 
PHILOSOPHY J. 

IDENTIFIERS - CAREER AWARENESS? 
wi||Hl'TA PUBLIC SCHOOLS 

ABSTRACT -THIS TEACHING GUIDE 
oIVES SUGGESTIONS TlK PROS PE CTI VE 
TEACHERS OF BEGI,NtJlNG COURSES IN ^ 
GENERAL BUSINESS AND" ECONOMICS AT 
THE^GRADE 9 OR 10 LEVELS. CHAPTERS 
INCLUDE THE FOLLOWjtNG: (1) WHY 
TEACH INTRODUCTION TO BUSINESS, 12) 
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WHO SHOULD TtALH INTRODUCTION TO 
.BUSINESS. 13) HOW TO lEACH 
NTRODUCTION TO BUSINESS, (4) WHAT 
O TEACH IN INTRODUCTION TO 
BUSINESS, tb) METHODS OF * 
PRESENTATION OF A FEW UNITS* (6) 
IDEAS FOR CREATIVITY IN TKAC4,ING, 
AND (7> AUDIO AND VISUAL HELP5.. A 
SHORT LIST OF RESOURCE MATERIALS IS 
INCLUDED. (DLI 

VT 017 619 

HfGLER, PESS M,, AND OTHERS 
bUSINESS EDUCATION CURRICULUM 
GUIDE, GRADES 10-1?. 

LOS ALAMOS HIGH SCHOOL, N, MEX. 
MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - FFB71 64P, 



VT 017 630 ^ 

BUSINESS AND OFFICE EDUCAflON IN 
MISSOURI, * 

■# 

'MISSOURI STATE DEPT. OF EDUCATION, 
JtFFERSON CITY. BUSINESS AND OFFICE 
EDUCATION SECTION. 
M»- AVAILABLE IN VT-ERIC SET. 
PUB DATE - ND 41P. 



DESCRIPTORS - ♦BUS«ESS EDUCATION; 

♦OFFICE occupation^Ieducation; 
♦program guides; educational 
ob«iectives; ♦occupational 
information; taxonomy; program 

DESCRIPTIONS; TEACHER 
'iSUALIFICATIONS; ♦COURSE CONTENT 
IDENTIFIERS - ♦MISSOURI; CAREER 
AWARENESS 



DESCRIPTORS - ♦CURJtlCULUM GUIDES;; 
SECONDARY CgADES; ♦VOCATIONAL 
^DULATIONlgSpUSINESS EDUCATION; 
♦ EDUCATIO^^ OBJECTIVES; ♦COURSE 
CONTENT; RfSOURCt MATERIALS; 
INSTRUCTIONAL AIDS; OFFICF 
MACHINES; ACCOUNTING; STENOGRAPHY; 
YPE WRITING 

DENTlFItRS - EDUCATIONAL 
AWARPiESS; CAREER AWARENESS;, , 
EMPLOYMENT SKILLS/ * H 

ABSTRACT - DESIGN 80 FOR t'tCfmWRY " 
STUDENTS' IN BL^lNESS EDUCATION, 
THIS CURB KUL^^^^GUIDE PRESENTS A. 
LOCAL HIGH SCHOOL'S PHILOSOPHY OF 
BUSINESS EDUCATION AND A 
DESCRIPTION "of THE OBJECTIVES QF 
THE BUSINESS,, EDUCATION DEPARTMENT. 
COURSES OFFMED IN l^E BUSINESS 
CURRICULUM INCLUDE THE FOLLOWING: 
111 BUSINESS LAW, (2) BUSINESS 
MACHINES V <3) ELEMENTARY 
ACCOUNTING, U) GENERAL BUSINESS, 



M SHORTHAND, (6) PERSONAL • 
YPEHRITING, (71 TYPE WR ITING,>¥LNOfe^; 
18) VOCATIONA]L«OFFICE EDUCATION. 
EACH COURSE DESCRIPTION STATES THE 
GRADE LEVfL AT , WHICH THE COURSE IS 
TAU(#r, GIVES A "RATIONALE FOR ' 
TEACHING THE COURSE, AND LTST^ 
SPECIFIC BEHAVIORAL OBJECTIVES TO 
lE ACHIEVED AS i> RESULT OF TEACHING 
THE COURSE. ALSO INCLUDED ARE AN 
OUTLINE OF THE CONTENT OF EACH 
COUilSE, A LIST Of- REFERENCES FOR 
THf TEACHER, AND SUGGESTIONS FfiK 
AIDS. IDL) . ... 



ABSTRACT - THIS BOOKLET ANALYZES 
BUSINESS AND OFFICE EDUCATION AND 
EXPLAINS ITS PLACE IN THE TRAINING 
0Fr INBIVH)U4t.S'vF4.fR EMPLOYMENT IN 
l4fSSbuRl* GENERAL SUBJECT AREAS 
COVERED A R^ INCLUDED UNDER THE 
FOLLOWING ^TLES: Urt?£^PEC TANC Y OF 
BUSINESS AND OFFICE EDUCATION, (2) 
JOB OPPORTUNITIES THROUGH BUSINESS 
ANI^OFFICE EDUCATION, (3) SKILLS 
ANDTKNOWlEDGES NECESSARY FOR ENTRlf^- 
INTO BUSINESS AND OFFICE 
OCCUPATIONS, (4) PROGRAM 
FUR TRAINING IN BUSINESS 
EDUCATION. (5) TEACHER 
OUALI.FICATIOI^S IN BUSINESS AND 
OFFICE £DUCAT16n, 16) StilDANCE 4lo 
PLACEMENT I* BUSINESS AND OFF^KE • 
EDUCATION. A SECT ION XOINITAI N# A 
DES CR I PT I ON 6l*.^tH £ D ttTIONA R Y OF 
*V "OCCUPATIONAli^JW^^ AND A 

T/rV" SUGGESTED TAXONOMY FOR. OFFICE 

OCCUPAyONS FRpM THE U.S. OFf:ICE 
EDUCATION. (DL|) 
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WIGGS, GARLAND'D., ED* * 

C AR EER 0PP0.K1"UNI T IE S— M^ARKEl ING , 
BUSINESS, AND OFMCt SPECIAflSTS. 
C AREER OPPOR'iuNI TIES S#«I ES • . 



AVAlLABLft!:^ 
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DOCUMENT NOT 
722 7*08321 'I ' 
J.Gi FERGUSON PUBLISHING CO., SUBS. 
OF GOU^LEDAY t CO.. INC., 6 N. 
MICHIGAN AVE., CHltA^&i IL 60602 
PU6 DATE '-t^ - 70 39? P. PMM 



»" — 

OtSCRIPTORS - CAKEER tOUCATION; 
>OCCUPATI0NA». INFORMATION; 
OCCUPATIONS; fMPLOYMENT 
OPPORTUNITIES; MARKETING; 
♦BUSINESS; OFFICE OCCUPATIONS^ 
♦CAREER OPPORTUNITIES; EMPLOYPIENT 
QUALIFICATIONS; VOCATIONAL 
COUNSELING; CARFLR PLANNING; 
OCCUPATIONAL GUIDANCE; POST.(^ 
SECONDARY EDUCATION; 
♦ SURPROFfcSSIONALS ; CAREER CHOICE 
IlENTIFILRS - EDUCATIONAL 
AWARENESS; »CAREER AWARENESS; 
ATTITUDES APPRECIATIONS 
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ABSTRACT - THIS HAN6B 
THE CAREFK OPPORTUNlT 
TO GRADUATES OF 1- OR 
SECONDARY MARKETING* 
CHi>FICE EDJUCATIONAL PR 

'INFORMATION CONTAINED 
JOB DESCRIPTIONS IN 2 
INCLUDES: (I) TYPE OF 
PERSONAL QUALITIES, ( 
Ar* POSl SECONDARY ED 
RlOUIREMENTSf 14} APP 

lilPB, 15) ENTRY LEVEL 
ADVANCEMENT POSSIBILI 
LICENSE OR CERTIFICAT 
WORKING CONDITIONS, ( 
AND BENEFITS, AND ( 10 
OLCUPATIOI^At OUTLOOK. 



OOK EXPLORES 
lES' AVAI LABLt 

2-YEAR POST- 
BUSINESS, OR 
06RAMS. 

IN OVER 300. 
6 FIELDS 

WORK, (2) 
3) SECONDARY 
UCAT TONAL- 
LYINO FOR A 
JOBS, (6) 
TIES , -C7) 
ION, (6) 
9) EARNINGS 
) FUTURE 
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' PROJECTS SIMULATION OF 0FFIJ:E 
PROCEDURES FOR VOCATIjpNAL oTfTCE- 
EDUCATION. ' 

irtNNESSeE STATE BOARD FOR 
ViC/^TIONAL-TECHMCAL EDUCATION, 
NASHVILLE ; v- 

# F I C E - 0 F. E UU C A 11 ON ( DHE WJi, 

■fF AVAILABlI^ in VT-ERIC SET. 
?PUB DATE - ND 136P. 

. DESCRIPTORS - RESOURCE MATERIALS; 
'mARKETINGI WOkK SHEETS; ♦STUDENT. 
>RGJECTS; ♦REACHING GUIDES; , 
VOCATIONAL ^^CATION; ♦OFFICf ♦ 
OCCUPATIONS EDUCATION; VOCATf^NAL 
DEVElLt)(|ENT; EVALUATION TEpHNIOUES; 
TEACMTMG PROCEDURES; ♦SIMULATION; 

♦ UfUCE PRACTICE; SECONDARY GRADES; 
B klKlllOR Ai. 06 JE C T I V E S . ^ 
lH^iFIERS - EDUCATIONAL 



BUSINESS AND OFFICE 

AWARENESS; BEGINNING COMPFTENCF 

ABSTRACT - THIS COLOR-KEYED 
TEACHING GUIDE PRESENTS SEVEN 
STUDENT PROJECTS FOR VtfCATIMiAL 
OFFICE EDUCATION INSTRUCT lOlT WH I( 
INVOLVE SIKULATIOhi OF OFFICE 
PROCEDURES. INTEf*DED TO SUPPLEMENT 
A TEXTBOOK* EACH PROJECT QONTAINS 
TIME ALLOTMENTS, DETAILS ABOUT ITS 
PLACE IN THE CURRICULUM, SUPPLIES 
AND EQUIPMENT LISTS, BEHAVIORAL 
ObJECTIVES, AND WEAKNESSES IN TASK 
PERFORMANCE. SUGGESf ED "^TEACHl NG 
/"PROCEDURES, EVALUATION TECHNIQUES," 
REQUIRED STUDENT FORMS, STUDENT 
READING MATERIALS, AND A TEACHER'S 
KEY ARE pROVIDfcr FOR EACH PiHECT. 
THIS GUIDE WAS 6*EVELOPeO B¥;~S 
INSTRUCTORS OF* VOtAjtlONAL OI^FICE 
OCCUPATIONS AT TME^CONOARY LEVEL. 
THE ^fMUMllON PR OJfCT TITLES ARE?* 

( 1) Company coRRESPONDENC,e* <2> 

BOARD bk..EDUCATION, «3> VOB SUPPLY* 
INC., IHInORTHERN PENINSULA LIFE 
iNSURAf^iPcOMPANY, (5) OPN HOUSE, 
(6) AUHO CONDENSE. COMPANY, AND 
{V) PROlf^MMED LEARNING INSTITUTE. 
lAG) ) 

"^VT 017 729|, 

BUSINESS COMMUNICATIONS. 

.WICHITA PUBUfc(r;SCHQ[lLS, KANS'. 

mf available in. vt-eric set. 
pub daje - * 70 215p. 

descr#tors - ♦teaching guides; 
grade 12; course descriptions; 
^bibliographies; resource materials 
♦review (reexamination): 
^vocational education; yocatlonal' 
developments basic skilt$; learnin 

ACTIVITIES; ♦BUtlNES« EDUCATMN; 
OFFICE' OCCUPATIONS EDUCATION; 
. ^COMMUNICATIONS ;^ COMMUNICATION ^ 
SKILLS; WORKSHEETS 
IDENTIFIERS - EMPLOVMENT SKILLS 




GRADE 12' 
AMt) 



ABSTRACT - THI# TEACHING GUIDE FOR 
A 2-SEMESTeR BUSINESS .CQ^ 
CqMMUNICATIONS Cl^SE IN 
CONTAINS A q OURS pOE SCR' 
RATIONALE, PUBLIC R EL ATI 
'techniques, OVERALL SUMMARY^SHEETS 
FOR EACH 9-WEEK PERIOD, A 
BIBLIOGRAPHY, AND RtSOURCEj LISTS. 

bFFERiNG INTENSIVE Review in basijs. 
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URAMMAK, SENltNCt CONSTRUCTION, AND 
BUSINESS LfcTTfR WRITING, lt> UNIT 
■uTLlNES PROVIDE RESOURCt LISTS, 
LtAKNING ACTIVITIFS, INSTKULT lONAL 
SCOltf AND TIME ALLOTMENTS. VARIOUS 
TEACHING SUGGESTIONS, SAMPLt 
■ STUDENT WORKSHEETS, AND A 
.VOCABULARY LIST OF USLFUL BUSINESS 
TtRMS AKE I^JCLUDfcD. AN INTR fJD UCTOKY 
1-YEAR COUKi^E IN TYPING CONSTITUTES 
' A PKE.&.E6uiSaTF. FOR "TH I ^ 'BUSINESS 

;ceuiiS§, wHtCH J3 ^nr-iched through 

■•■T.J^^l3S€*;^^^^^ SUA L AIDS, FIL I NG 

,*PftW;tDUftbS,»SPEtCH MAKING, ANl' 

"pfcNMANSHiP OK I (A •< AG) 

/,• 

VT 017 730 ^ > 
WHO? WHAT? WHJRf? HOW MUCH? 
COORDINATED #CATIONAL ACADEMIC 
EDUCATION BIBLIOGRAPHY- 



MF AVA^ILABLE 
PUB DATE - 



IN VT-ERIC SCT 
72 149P. 



DESCRIPTORS - *BIBL lOGRAPHl F S ; 
♦CAREER education; VOCATIONAL . 
.DEVELOPMENT; »OCCUPaT lONA L | 

UIDANCE; HUMAN KESOUKCFS; 
SECONDARY GRADFSS HUMANITIES; ♦WORK 
irUOY PROGRAMS; » STUDENT DEVELOPED 
MATERIALS; COSTS; EDUCATIONAL 
COORD INATIONi VOCATIONAL fDXATION; 
ACADEMIC education; INSTRUCTIONAL 
MEDIA 

IDENTlPlfcHV - EDUCATIONAL ; 
AWARENESS; CAREtER >AWAkENf.SS 

ABSTRACT - THIS DETAILED 
BIBLIOGRAPHY OF CAREER DEVELOPMENT 
AND OCCUPATIONAL GUIDANCE MATERIALS 
PROVIDES A TENTATIVE, 
RE4»KESeNTATaVE CROSS-SECTION OF 
^--MATERIALS- a(^D RESOURCt PEOPLE TH^T 



CASSETTES. FOR EACH ITEM, THE 
CATALOG NUMBER, NAME OF THE ITEM, 
LIST PRICE, NET PRICE, POSTAGE 
RFCUIRED, AND DESCRIPTIONk 
« INCLUDING GRADE LEVEL) ARE GIVEN 
IN A 6-COLUMN FORMAT. THE NAME AND 
ADDRESS OF THE PI^BLISHING COMPANY, 
THE CATALOG YEAR, AND THE TYPE OF 
MATtRIAL AKf INCLUDED. <AG) 
' ' .V 

VT 017 763 

ENGLEBARDT* STANLflL. 
CAREERS IN DATf PRf^CESSING. 

DOCUMENT NOT AVA I LABL^ FROM EDRS. 
725 2-09^85 \. . 
LOTHROP, LEE t SHEPAR#CO., 105 
MADISON AVE., NEW YORK, NEW YORK 
10016 Ct4.50) 

PUB DATE - . 69 123P. PMM 

COLLECTION ' 



DESCRI-PTORS - CAREER EDUCATION; 

resource materials; i nstructjonal 
materials; secondary grades; post 
secondary education; *data, 
processing; ♦employment 
opportunities; *data processing 
occupations; computer science 
education; computers; ♦computed 
science; ♦occupational information; 
technical occupations 
identifiess - ♦career awareness 

abstract » this book introduces * 

STUDENT^Bf GRADES 9-12 AND POST 
SECONDaIt'sTU.DENTS TO CAREERS IN 
DATA fROCESSING. IT TEL4.S WHAT 
COMPUTERS ARE AND HOW THEY- WORK. 
MORE IMPORTANTLY, HOWEVER, 4T 
JSPOTLIGHTS INDIVFtiUALLY THE CAREERS 
^VAILiBLE IN DATA PROCESSING^ AND 
GIVES PERSONAL HISTORIES OF PEpPLE 



MAYAE AVAILABLE FOR USE IN^JUNIOR^,, JNVOLVED IN THEM. E^XAMPLES 
MAY ^E WORK S TU DY iy^^^^^ IN SUCH FIELDS AS * 



^AND^ SENIOR ^ 

rROGRAMr. COMPILEg|Y STUDENTS 
ATTENDING THE I 97TT0QKDI NATEU 
VOUkTIONAL ACADEMIC EDUCATION , 
PkSrAM WORKSHOP, THI S .BI BLIOGR APHY 
1% DIVIDED INTO TFN SECTIONS: (1) . 
' BOOKS, BOOKLETS, PAMPHLETS, AND 

MAGAZINES, (2) BULLETIN B0/1#DS AND 
|^P0STERS,M3) EQUIPMENT, C^) 
"fUMSTRIPS, (^) FREE MATERIAL 
^5rQUHCES AND RESOU|<CE PEOPLE; 161 
FUND-RAISING IDEAS, 17) GAMESr^<8) 
KITS, 19-) SLIDES AND • 
T O PARENCItS,. AND (10) TAPES ^D 



EDUCATION DRAMATIZE 
POSSIBlLlTlll OF A DATA- 



MflUlCINE AND 

THE FUTURE 

PROCESSING CAREER AND HEIp-THE . 
READER -DECIDE WHERE HJE FITS IN THIS 
BURGEONING IJg||p^. (PM) 

VT 017 '76^fei:.'^ 

SMALL eusi 

TEA^HER»i MANUAL 
PACKET'. BpOK I. 



'ifR. ;HUBBARD, 
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hUSINESS AND OFFICE 



DOCUMENT NOT AVAILAPLt FRCW fcTRi,. 
7240-072 AH 

DlLMAk PUBLI5.HEKS, INt . t 
MOUNTAINVIEW AVE., ALBANY, fyfV 1??0^ 
PUB DATE J- 6& PMM 

^ T ' % . 

oesckiptors - cakeer oppoktun it its; 
♦ business education; admi ni st kati vf- 
personnel; ♦business 

administration; MERCHANDISHyG; 
♦MANAGEMENT EDUCATION; SECONDARY 
GRADES; POST SECONDARY EDUCATION; 
TEACHING GUIDES; WQRiBOOKS; 
•►INSTRUCT ZONAL MATErIw^US; TESTS 
IDENTIFIERS - CAREER mWARENf^S; 
ECONOMiciiwAHtNtSS; BCGlViNING 
iMPETENCfc 



COMHEUNCF 



ABSTRACT - THIS SET IS DESIG^NED FOR 
OKAD6S 11-1 A ANL' CONSISTS OF > 
TE)W-WORKBO(|< , TFACHIfclfi GUIDE, AND 



Tfc$T PACKETS IT IS A WACTICAL 
GUIDE AN[/ AN OUTLINE FOR BOTH THE 
TLALHER AND THE STUDENT OF SMALL 
BUSINESS MANAGEMENT AND COVERS 15 
MAl/OK UNITS WHICH RELATE TO T Hf 
' SUCCESS IN BUSINESS OWNERSHIP. AN 
ATTEMPT HAS BEEN MAD^M| USE 
SIMPLIFIED TLRMINOLOGB^ND ; 
EMPHASIZE THE PRACT^AL RAThEK THAN 
THE THEORETICAL VALUES OF ESSENTIAL 
INFORMATION PKESENTED. (PM) 

VT 017 768 

HAILES, WILLIAM D., JR.;HUBeAkD, v 
RAYMOND 1. ' > 

ShALL ffUSINtSS MANAGEMENT* TEXT, ' 
TEACHER'S MANUAL AND KEY, AND TEST 
PACKET. BOOK II . * , 

'A 

DOCUMENT NOT AVA I LA BLE •• FK OM L DR^S. 
7 240-072 A9 

DELMAR PUBLISHERS, INC.;, 
^ MOUNTAINVIEW AVE., ALBANY, NY 12205 
. PUB DATE - ' fe7 417P. PMM H 

"COLLECTION 

DESCRIPTORS - ♦CAREFR ' 
OPPORTUNITIES; ♦BUSINESS EDUCATION; 
ADMINISTRATIVE PERSONNEL; ♦BUSINESS 
ADMINISTRATION;. MERCHANDISING; 
♦MANAGEMENT EDUCATION; SECONDARY 
GRADES; POST SECONDARY EDUCATION; 
TEACHING guides; WORKBOOKS; 
♦ m^TRUCTiqUAL 'MATERIALS 
IDENTIFIERS^ CAREER AWARENESS; 
, " O^MIt AWARENESS; BEGINNING 

^ FRir. V / . r.^ ■ 



/^P^lRACl i- THIS SET -IS OFSIGNFD FOfl 
GR A b E S 1 1 - 1 A A Nl>. Cm% IST S 0 f- " A 
TEXT-KORKBOOK, T^lpMXN^ GUI^E, AND 
TEST PACKET, it' ' A PR ACTI CAL 
GUIDE AND AN OUTLINE FOR BO TH THE 
TEACHER AND THE STUDENT OF SMALL" ' \} 
BUSINESS MANAGEMFf^r AND COVERS 15 
MAJOR UNITS WHICH RELATE TO THE 
SUCCESS IN BUSINESS OWNERSHIP, AN 
ATTEMPT HAS BEEN MADE TO US.E 
SIMPLIFIED TERMINOLOGY AND 
EMPHASIZE THE PRACTICAL RATHER THAN 
THE THEORETICAL V^iLUES. Ol^^ ESSENTIAL 
INF0«MATI0N PRESENTED." IPM) ' 

VT 017 770 ED 069 918 

CAREER EDUCATION RESOURCE GUIDE. 

GtNERAL LEARNING CORP., WASHINGTON, 
D.C. • 

DOCUMENT NOT AVAILABLE FROM EORS. 
GENERAL LEARNING CORI\,, 2„13«' 
WISCONSIN AVE., N.W., WASHINGTON, 
U.C. 20007 

PUB DATf - 72 257P. ' 

DESCRIPTORS T ADllLT VOCATIONAL 
EDUCATION; BIBLIOGRAPHIES; *CARE€R 
EDUCATION; ♦CONCEPTUAL SCHEMES; 
EDUCvSgTIONAL OBJECTIVES; ELEMI 
GRADES; HUMANITIES; ♦INSTRUCTIONAL 
INNOVATION; ♦lFARNING ACTIVITIES; 
•PHOTOGRAPHS-; PROGRAM EVALUATION; 
♦RESOURCE GUIDES; SECONDARY GRADES; 
VOC^ATIONAL DEVELOPMENT 
IDENTIFIERS - CAREFR AWARENESS 

Aft^'T^^ACT - THIS Rl^lfllJRCF GUIDE FOR 
^REER education PROGRAMS PRESENTS 
?#PARATE SECTIONS WITH INNOVATIVE 
LEARNING ACTIVITIES AND RES{|URGE 
WEI^S FOR KINDERGARTEN AND THE 
E>^€rNTAKY GRAt^, JHE MIDDXf AND 
JUNIOR HIGH '^CHOpL GRADES, AND FOR 
HIGH "SCHOOL AND ADULT EDUCATION. 
IDEAS FOR EVALUATING CAREER 
EDUCATION PROGRA'MS AR^ GIVEN FOR 
EACH LEVEL, TOGETHER WITH TEACHING 
PROCEDURES, PERFORMANCE OBJECTIVES, 
RESOURCE .^ Mi RIALS, CONCEPTUAL 
STATEMEMT'S^^ND EXPLANATORY NOTES ' 
FOR EACH LEARNING-INACTIVITY. 
PHOTOGRAPHS 'IUU^jA'aTE J-HE- TEXT , • 
WHICH-^^AS P^V&4.firPED LA^LY BY 
•T EACHERSr *4t«00L ADMINISTRATORS, 
ANfD OTHER fDUCATORS^ FROM. SCHOOL 



HE Si ^.^-^ 



BUSINESS AND Pl^f ICE 

SYSTEMS THROUGHOUT THt'%JATION FOR* 
fl|H£ USE 01HEH TEACHERS AI THE 
■ lEMENTARY ANC ^tfCONDARY LEVELS, A 

bIBLlOGRAPHYt A LIST OP R€S(JURC£ 

P tOPLE, A CONCEPTUAL CHAR I 

CORRELATED WITH INDIVIDUAL LEARNING 

ACTIVITIES, AND AN EXTENSIVE 

RATIONALE P(k CAREER EDUCATION ARE 

INCLUDED. dU^J^ 



OFFSETS A' BASIC 
DUPLICATING. 



. ._,..87 

CrWRSE IN aEFSET 



NOT 



DOCUMENT 
1021-08092 

A.B. DICK COMPANY, 5700 W. 
AVE .« CHICAGO, ILL. 60648 
PUB DA7E - ' 69 320P. 
COLLECTION 



AVAILABLE FROM EORS. 
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CLERICAL OCCUPATIONS. 

CHRONJCLfc GUIDANCE PUbL IC A T lONf , 
INC., MORAVIA, N.Y. 

DOCUMENT NOT AVAILABLE FKOM EDRS. 
IS62-C96A3 ^ 
ChHllNrCLl GUIDANCF, MOR'AviA, N.Y. 

DA*fe.' NO ,^ 1a"\p; PMM 

»DN ' . 




IPTDR^ - ♦OFFICE OCCUPATIONS 
ATIQAI; *CLEKICAL , OCCUPATIONS; 
l|»#V GRADES; POST ^EXONDARY 
!>^|0N; CLERICAL WORKERS; 
CUPATIONAL INFORMATION;' ♦FILE 
RKS; *TYPISTS; SUPPLEMENTARY 
iOlN(i MATERIALS; OCCUPATIONAL 
GUIDANOE; INDEPENDENT STUDY; 
DISTRIBUTIVE EDUCATION; DATA 
PROCESSING OCCUPATIONS; GOVfcRfSflENT 
EMPLOYEES; BUSINESS EDUCATION 
lOrNTIFIlRS -T^C/REER AWAKENESS 

XfaStRACT - THIS DOCUMENT CONSISTS 
dp A SET OF 32 OCCUPATI ON/U.. B RI EF S 
AND CORRESPONDING DICTIONARY OF 
OCCUPATIONAL TITLE lOOT) CODE 
NUMBERS ON JT^VATtlETY OF CLERICAL 
JOBS; AND^^E INFORMATION MAY BE 
USEFUL TO STUDENTS IN GRACES 9-14. 
6ACH BRIEF CONCENTRATES ON C§^E TYPE 
dF JOB SUGt^ AS DATA TYpIST, 
A.CCOUNTANT, faOOKKEE PE R , , OR FILE 

A JOB DESCRIPTION IS GIVtN, 
TH A DISCUSSION OF SALARY, 
WUKKING HOURS, ADVANTAGES, 
DISADVANTAGES, ADVANCEMENT 
OPPORTUNITIES, AND PERSONAL, 
EDUCATIONAL, AND^ <«fiAl NI NO 
REOUfHEMENTS. SjDtlW'ES OF FURTHER 

Information are included, (pm) 

VT 0f>*796 
iVARIEr.TED W., 
LlATlWING SYSTEM 

'Vn^z-^^^O*^^'^^ FUNDAMENTALS OF 



CLEML. A 

Alchw WI 



AND other: 

FOR OFfSE; 
FUNDAMENTALS 



DESCRIPTORS - CAREER EDUCATIONM / 

♦ INSTRUCTIONIaL MATERIALS; *TEACHING 
GUIDES; TFXTBOOKS; BUSINESS 
EDUCATION; ♦OFFICE OCCUPATIONS; " 
OFFICE MACHINES; GRADE 111 GRADE 
12; COMMUNICATION; ♦REPROGRAPHY? ' 
IK(DEPENDFNT^TUDY; PROGRAMED 
INSTRUCTION; PROGRAMED . TEJWt$f-*.>f' 

♦ STUDY, GUIDES ' -fJsT' v"^*^ ^ 
IDENTIFIERS - BEGINNING^T^TWI^f tEi ^tE 

■ " I . 

ABSTRACT - THIS 
WORKBOOKS IS A, 
STUDY DESIGNED TO ISSIST THE^ 
TEACHER .TO 00 A BETTER JOB OF 
TEACHING OFFSET TO STUDENTS OF 
GRADES 11 AND 12. IT PE-RMITS THE 
INDIVIDUAL STUDENT TO PROGRESS WITH 
A »|IINIf1UM OF SUPERVISIOl^ AND ' 
INSTRUCTION TIME. THE PROJECTS 
DEVELOP THE ABILITY TO PREPARE 
DIRECT IMAGE MASTERS, PRESE-NSlTlZED 
OFFSET PLATES, AND ARTWORK TOR THE 
PREPARATION OF NEGATTVES. (PM) 



SET. OP TMR£E 'TEXT- 
WORKABLE COURSE OF. 

TO fs: 



VT 017 801 ED 069 919 . ^ 

MICROFICHE COITLECTION OF 
CLEARINGHOUSE DOCUMENTS' REPOaTtO IN 
ABSTRACTS OF INST RUCtlONA L ^ - 
MATERIALS In' VOCATiafiAt AND 
TECHNICAL EDUCATION |AIM), VOLUME 
6, NUMBER 1 . . . • 

OHIO STATE UNIV., COLUMBUS. CENTER 
FOR VOCATIONAL AND TECHNICAL 
EDUCATION. 

OFFICE OF EDUCATION (DHEW), 
• WASHING'ION', D.C. . ' 

ECRS PRitE MF-i47,52 HC NOT 
AVAILABLE FROM EDRS; 
PUB DATE - 72 20, 699 P.. 

DESCRIPTORS ^ AGRICULT\JRAL 

EDUCATION; BUSINESS EDUC^yON; J* 
" .CAREER EDUCATION; CLEAR INCiOUSESfc 

CflSTR,IBU1JVE* EDUCATION; . • 

'SOCUMClitTAl^inN; HEALTH OCCUPATIONS \ ' 
, TEDUCMiON;\H0ME ECONOMICS 
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EDUCATION; INDt?<tS (LOCATFRS); 
- INDUSTRIAL AKIS; INFORMATION 
RtTKIEVAL; INllOKMATION STORAGE; 
♦INSTRUCTIONAL MATERIALS; 
♦MICROFICHE; ♦TLCHNICAL EDUCATION; 
TRADE AND INDUSTRIAL EDUCATION; 
♦VOCATIONAL EDUCATION 

ABSTRACT - DOCUMENTS ANNOUNCED WITH 
VT NUMBER'S ONLY IN VOLUME 6t NUMBER 
1 CVT 017 800) OF "ABSTRACTS DF „ 
INSTRUCTIONAL MATERIALS IN 
VOCATIONAL AND TECHNICAL EDUCATION" 
(AIM) ARE INCLUDED IN THIS 
MICROFICHE SET, THE MICROFICHE SET 
IS ARRANGE© IN THE FOLLOWlNb 
SEQUENCE: (1) A VOCATIONAL ' " 

TECHNICAL (VT) NUMBER INDEX TO 
DOCUMENTS IN THE MICROFICHE- 
COLLECTION, (2) THE SUBJECT AND 
AUTHOR INDEXES FROM AIM, AND (3) 
THE FULL TEXT OF DOCUMENTS LISTED 
IN THE VI NUMBER INDEX. ThE TEXTS*' 
ARE FI>LMED CONTINUOUSLY 1 N VT 
NUMBER SEQUENCE. (CD) 

VT 017 

. CLARK, LAVON, AND OTHERS 
SECRtTARJAL TRAINING GUIDE. 
BUSINE^ EDUCATION, WICHITA PUBLIC' 
SCHgOLS, 196f-1969. 

WICHITA PUBlIQ schools, KANS. 
MF AVAILABLE IN t^T-ERIC SET. 
PUB DATE - # 69 103P. 

DESCRIPTORS - COURSE ^)E SC RI PT IONS ; 

♦RESOUKCf GUIDES; StCbNDARY GRADES; 

WORKSHEETS; ♦PROJECT TRAINING 

METHODS; TEACHING,-l»ROCEDUR£S; 
. EDUCATIONAL OBJECTIVES;- 

♦SECRETARIES; ♦BUSINESS EDUCATION; 

♦VOCATIONAL EDUCATION; VOCATIONAL 
- DEVELOPMENT 
^(>ENTIFIEHS - EMPLOYMENT SKILL^ 

ABSTRACT - THIS COLOR-KEYED 
RESOURCE GUIDE INCLUDES TEACHING 
.GUIDELINES, A SUGGESTED GRADING 
SCALE, AN INSTRUCTIONAL OUTlflNE, 
^ND COURSE OBJECTIVES FOR' I 

SECRETARIAL TRAINING PROJECTS, TO 
BE CHOSEN FROM 'A WIDE RANGE OE 
BUSINESS AND JOB TRAINING TOPICS. - 
EXTENSIVE WORKSHEETS AND RESOURCE 
MATERIALS ARE PROVIDED FOR THE 
PROJECT WORK. INTRODUCTORY 
r ---yAND AND TYPING ARE COURSE 

ERIC 



BUSINESS AND OFFICE 

PKEREUUISiTES. DEVELOPED AT A 
WORKSHOP, THIS SECRETARIAL TRAINING, 
GUIDE EMPHASIZES VOCATIOfHAL 
PREPARATION AND »>ERSONALITY - 
DEVELOPMENT, IN ADDITION TO ,fHE USE^ 
OF BUSINESS MACHINES AND RELATEp 
OFFICE SKILLS. (AG) 
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COLORADO StATE UNIV., FT. COLLINS. 
- OrPT» OF VOCATIONAL K)UCATI0N. 
COLORADO STATE BOARD FOR COMMUNITY 
COLLEGES AND OCCUPATIONAL 
EDUCATION, DENVER ' 
MF AVAILABLE IN VT-ERIC SET! ' 
PUB DATE - 01SEP71 .43P. ' 

DESCRIPTORS -r ♦INSTRUCTIOTNAL 
MATERIALS; ♦CURRICULUM GUIDES; POST 
SECONDARY EDU&ATION; ♦BUSlfJEJS 
EDUCATION; ♦TEACHING GUIDES; " 
BUSINESS EDUCATION TEACHERS^ 
iTOCATIONAL EDUCATION; ECONOMIC 
EDIJCATION; ♦ECONOMICS; CONCEPT 
TEACHING; GOVERNMENT ROLE? COURSE 
CONTENT > 
IDENTIFIERS - ECONOMIC AWARENESS;. 
FREE ENTERPRISE - 

ABSTRACT - WRITTEN BY SECONDARY 
SCHOOL AND TECHNICAL INSTITUTE 
-INSTRUCTORS, DEPARTMENT HEADS, AND 
COORDINATORS AND REVIEWED 6Y A'N 
ADVISORY COMMITT/^E OF SCHOOL . 
SUPfRVISOl^S AND /BUSINESSMEN, THIS 
GUIDE IS PART OF A BUSINESS AND 
OFFICE EDUCATION CURRICULUM 
DE,SI6NED FOR POST SECONDARYi 
INSTRUCTION./ IT CONSISTS OF 
' L^TSON dUtLINE OF CONTENT 
ACTIVITIES /i^HICH ARE ORGANIZED BY 
SPECIFIC ECONOMIC CONCTEPTS OF 
BUSINESS ORGANIZATIONS. INCLUDED 
THE CONTENT IS AN EXAMINATION 01^ '" 
T4HE COMPARATIVE ROLE OF THE 
INDIVIDUAL AND THE (GOVERNMENT 
THE ECONOMIC SYSTEMS OF FREE 
ENTERI>RISE, SOCIALISM, AND FASCl^ff^,^ . 
CONSIDERATION IS GIVEN TO * . , 
GOVEf^NMENT REGULATION OF BUSINESS, M 
RISK BEARING,* THE LAW OF SUPPLY A(«)^ 
DEMAND, TYPES OF BUSINESS 
ORGANIZATIONS, THE PRICE SYSTEM, 
COMPETITION, MONOPOLY, AND 
INDIVIDUAL AND LEGAL RIGHTS. SPACE 
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IS PROVIUfcD ON THE LEFT \lDf- OF 
ACH PAbt FOR TfcACHfcRS TO MAKt 
OTE*S» WRITE IN STUDENT ACTIVIT 
AND ADO MATERIAL THEY >Hir>WOiS 
NECESSARY. lAUTHOR/DL) / 
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A TEACHER'S 
PROCESSING. 



GUIDE FCjK DATA 



colorado state univ., ft. collins, 
dept. of vocational education, 
color abo state board for community 
colleges and occupational 
education, denver, 
mf available in vt-er i& set. 
pub date - g1sep71 43p. 

descriptors - »i nstruct.ional 
materials; goal orientation; 
btmavioral objectives; ♦vocational 

education; business EDUCATION; 
♦ OFMCE OCCUPATIONS EDUCATION : 
COMMUNICATIONS; SECONDARY GRADES; 
♦DATA PROCESSING; VISUAL AIDS;^ 
VOCATIONAL DEVELOPMENT; *TEaCHING 
GUIDES 

TiENTIFIERS - EDUCATIONAL AWARENESS 



ABSTRACT - FUNDE6 By A ST 
THIS INSTRUCTIONAL, UNIT 0 
PROCESSING WAS DEVELOPED 
VOCATIONAL BUSINESS A^ND 0 
EDUCATION* TcACHERS AT THE 
SCHOOL LEVEL WITH THE AID 
ADVISORY COMMITTEE OF TEA 
LEADERS IN BUSINESS. FOR 
THE TEN LESSON PLANS, A T 
OUTLINE CORRELATED WITH K 
TEACHING POINTS IS PRESEN 
2-COLUMN FORMAT. SPACE IS 
FOR THE TEACHtR'S NOTES. 
GOALS WITH BEHAVIORAL OBJ 
ARE INCLUDED. LINE DRAWIN 
LLUSTRATE THE TrXT. lAG) 
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GtNCRAL OFFICF TRAINING. A thjIDE 
FOR TEACHERS TO HANDLE SPECIAL 
-iPkOBLEMS IN BUSINESS EDUCATION, 
WENTATIV^E REPORT, 

^MISSOURI STATF DEPT. OF tDUCATION, 
FjEFFERSON CITY. BUSINESS AND OFFICE 

EDUCATION SECTION. 

Mf AVAILABLE IN VT-ERIC SET. 

PUB DATE ~ 69 2t<5P. 
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DESCRIPTORS - ♦OFFICE OCCUPATIONS 
EbUCA\TfON; VOCATlBNAL EDUtATION; 
VOCATIONAL DEVELOPMENT; *SPECIAL 
PROGRAMS; • ♦TEAChTIMS, GUIDES; 
SECONDARY GRADES LE XHglE 
PROGRESSION; STUQENT PROJECTS; ♦JOB 
TRAINING; BUSINESS EDUCATION; 
INDIVIPUAL NEEDS; INBIVIOUALIZED 
INSTRUtTION; RESOUROE* MATERIALS^ 
marketing; OCCUPATIONAL'tUIDANCt; 
♦PROGRAM GUIDES - . . 
IDENTIFIERS - "BEGINf^ING COMPETENCE; 
♦SPECIAL NEEDS . ^ 

'4 . * - 

ABSTRACT - . TH I S . S PIRA L-BOUND 

SUPPLEMENTAL TEACHING GUIDE FOR A '. 
1-YEAR INTRODUCTORY COURSE^IN; :- 
GENERAL OFFICE TRAINING ATTHE^HIGH 
SCHOOL LEVEL WAS, PREPARED ' . " 
ESPECIALLY TO MEET THE NEEDS QF THE 
LOW ACHIEVER, THE DISADVANTAGED , 
STUDENT, AND OTHER SPECIAL NEEDS 
GROUPS. INT^ENDED FOR USE EITHER AS' 
A SPECIAL cdURSff'oR FOR iriTEGRATION 
INTO AN EXIST|Nd^CURRICULUM, THIS 
TENTATIVE REPORT EMPHASIZES 
INDIVIDUALIZED INSTRUCTIO.N TO 
ACHIEVE FLEXIBILITY IN MEETING 
INOIVIDUAL^NEEDS. FACILITY 
REQUIREMENTS AND SUGGESTED , 
EUUIPMENT AND SUPP^.Y LISTS ARE 
INCLUDED, AS WELL AS A WIDE- RANGE 
OF APPENDED RESOURCE MATERI ALS. THE 
INSTRUCTIONAL PRO-AM OtftciNE^ 
DETAILS 23 STUDENT PROJECTS, EACH 
GIVING TEACHING PROCEDURES, A 
BEHAVIORAL OBJECTIVE, LEARNING 
ACTIVITIES, AND FOLLOW-UP 
ACTIVITIES. FOCUSING ON TECHNIQUES 
FOR OBTAINING AND SUCCEEDING ON A 
JOB, these' INSTRUCTIONAL UNITS WERE 
UEVELOPED BY A 5TATE ^CURR ICULUM 
COMMITTEE OF HIGH SCHOOL AND 
CCJLLEGE INSTRUCTORS AND LEADERS IN 
BUSINESS. FOR EACH SECTION, TOPICAL 
OUTLINES, RESOURCE LISTS, LEARNING 
ACTIVITIES, AND EVALUATION 
TECHNIQUES 'ARE CORRELATED' WITHIN A 
^-COLUMN FORMAT. SAMPLE PROGRAM 
MATERIALS ARE PROVIDED. (AG) 
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EFFECTIVE LEARNING INC . ; SETTLEMENT 
HOUSES EMPLOYMENT DEVELOPMENT, 
INC., NEW YORK, N.Y. 
NEW YORK STATE EDUCATION DEPT., 
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ALBANY. fiUHJEAU OF OCCUPATIONAL . 
EDUCATION' RESfcARCH. ^ 

DOCUMENT NOT AVAILABLE FROM EORS. " 
PUB DATE - N0V71 124P. 

OtSCftlPTOKS - ♦KtADlNG MATERIALS; 
♦ INSTRUCTIONAL MATERIAL.^; ^MANPOWER 
Dt,yfcLOPM<eNf ; WORKSHtETS.; ADULT 
VOCATIONAL EDUCATION; VOCATIONAL 
DtVtLOPMt'NT; UNDEREMPLOYED; 
UNEMPLOYED;. ♦SECRETARIES; ♦JOB 
• TRAINING 4 SEQUENTIAL approach; WORK 
E'XPERIENeW WORK ATTITUDES; 
■TEACHING TECHNI&UES; EMPLOYMENT 
'PROBLEMS 

IDENTIFIERS - SELF AWARENESS; 
♦Mini -GRANT 

ABSTRACT - TO PREPARE UNEMPLOYED 
AND AiNDEKEMpLOYED ADULTS FOR 
■ ^fCRETAR lAL POSITIONS IN LAW FIRMS, 
W»5lIS SPECIAL CUKRICULUM DCAlS WITH 
WORK bEHAVIOk ^ND WORK CONTENT IN A 
S£tH/ENCE OF 15 ANECDOTAL- UNITS 
DESCRIBING THt FICTITIOUS WORK 
EXPCRIENCE OF A YOUNG, ECONOMICALLY 
DISADVANTAGED GIRL DURING HtR FIRST 
CRUCIAL WEEKS ON THE JOB. FUNDED 
^tJNDER A STAT F "MINI-GRANT," -THESE 
15 INSTRUCTIONAL UNITS CONTAIN 
RLADING'maTEKIALS FOLLOWED BY 
QUESTIONS FOR THE STUDENT TO 
ANSWER.' A DETAILED RATliDNALE AND 
TEACHING GUIDE DISCUSS /THJS 
APPROACH TO MANPOWER .Tfi( AIMING, 
GIVING SUGGESTIONS ON HOW TO 
UTILIZE THE ttUESTIONS EFFECTIVELY 
IN THE .CLASSROOM. DEVELOPED BY 
SUPERVISORS, ATTORNEYS, TRAINING 
INSTRUCTORS, AND TRAINEES FROM LAW 
F IRMS, THE. WORK ASSIGNMENTS, lEGAL 
TLRMINOLOGY AND FORMS, AND JOB 
PROBLEMS ARE PRESENTED WITHIN A 
CONTEXT Of SUPERVISORY AND ATTORNEY 
EXPECTATIONS AND. ATTITUDES AND CO- 
WORKERS* ATTITUDES. INTENDED TO 
. IMPROVE THE STUDENTS* SELF- 
AWARENESS, BEHAVIORAL , , ^ > 
UNDERSTANDINGS, AND-'ITOMPR EHEN S I ON 
^AND PERFOR^MNCE OF WORK TASKS, THIS 
STORY IS. /JIMED AT MAXIMIZING 
STUDENTS* JOB SATISFACTIONS AND 
AIAMEMENTS. (AG) 
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;^ • BUSINESS'AND OFFICE 

WCW JERSEY STAT&,DEPT. OF 
EDUCATION, TPTENTON. MV. Op 
VOCATIONAL EDUCATION.; NORTH / 
HUNTERDON REGIONAL HIGH' SCHO0L» 
ANN^NDALE, N.J.; NEW JGRSEy/ 
BUSINESS. EDUCATION ASSOCIATION. 
OFFICE OF EDU^.ATION (DHEW),^ . 
WASHINGTON, O.t. ' 
EDRS PRICE MF-tO.65 HG-$3.24f. 
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DESCRIPTORS - ♦CURRICULUM GUIDES; 
CURRICULUM DEVELOPMENT; ♦BUSINESS 
EDUCATION; VOCATIONAL EDUCATION; 
♦OFFICE OCCUPATIONS EDUCATION; 
♦BUSINf^S SUBJBCT^; SECONDARY 
GRADER SECRETARIES.; ♦COURSE 
CONTENTS LEARNING ACTIVITIES; 
OFFICE OCCUPATIONS * 

AiiSTRACT - DESIGNED FOR USE BV 
PRJkCTJTIONERS AND ' CLASSROOM 
TEACHERS WITH VARyiNG BACKGROUNDS 
AND TtACHING EXPERIENCE, THIS 
CURRICULUM GUIDE IS INTENDED AS A 
PATTERN TO AID IN THE ^ENR ICHMENT 
AND DEVELOPMENT .OF MOgE INCLUSIVE 
CURRICULUMS. COMPLETE WITH 
BEHAVIORAL OBJECTIVES, COURSE 
CONTENT, SUGGESTED LEARNING \ 
ACTIVITIES, MATERIALS AND 
EQUIPMENT, TEACHER RESOURCES, , 
EVALUATION PROCEDURES, ANf)j» 
CURRICULUM ALTERNATIVES FOR EACH Of= 
THB'SUBJECTS COVERED, THE MATERIAL . 
PRESENTED HAY BE VARIED OR#iLTEREO 
JO INTEGRATE 6eSIRED LEARNING 
SKILLS WHILE DEVELOPING THE 
ATTITUDES AND WORK HABITS NEEDED 
FOR SUCCFSS IN EMPLOYMENT. COURSES 
DESCRItlED UNDER SECRETARIAL 
SUBJECTS INCLUDE SHORTHAND, 
TYPEWRITING, OFFICE MACFIINES, AND 
OFFICE PRACTICE; . UNDER'NjUANTlTATl VE' 
BUSINESS SUBllfCTS, RECORDKEEPING, 
BUSINESS MATHEMATICS, AND DATA 
PROCESSING; AND UNDER SOCIAL 
BUSINESS SUBJECTS, BUSINESS LAW, 
CONSUMER EDUCATION, AND BUSINESS 
ORGANIZATION. CSN)> " 
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ICAL RECORDS. INSTRUCTIONAL UNIT( 
FOR THE medical TRANSCRIBER. 
MEDICAL TE>MINOLOGY OF THE 
DIGESTIVE SYSTEM. ALLIED HEALTH'^ 
PROFESSIONS PROJECT. 
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CALIFORNIA U^V.t LOS ANGfcLfS, [iIV, 
llf VOCATIO^^AL ErDUCATldN. 
^FFi!CE OF/tDUCATION IDHtW), 
WASHINGUIN, O.C. BUREAU OF KESEARCH 
BOCUMIhKT NOT AVAILABLb FROMvEC-RS, 
UNIVERf'SITY OF CALIFORNIA, ALLIED 
MtALTH PROFESSIONS PROJECT, 1003 
WILSHIR6 BLVp., SANTA MONICA, CA 
90401 (S2. 00) 

PUB. DATE - APR7? 73P. APRIl 
1V72 REVISION.' 

UtSCRIPTOKS - ♦INSTRUCTIONAL 
MATfklALS; ♦MtDICAL VOCABULARY; 
♦ MfDICAL kfcCORP TECHNICIANS'; 
♦HEALTH OCCUPATIONS EDUCATtON; 
♦ANATOMY; PHYSIOLOGY 
ILjENTIFIEKS - EDUCATIONAL 
AWARENESS; ♦DIGESTIVE SYSTEM 

AfcSTRACT -'SiNCvE THf OCCUPATION "Of- 
MIDICAL TRANSCRIBER WAS CONSIDERED 
TP BE AMONG THOSE WITH CRUCIAL 
MANPOWER NEEDS, CURRICULUM AND 
INSTRUCTIONAL MATERIALS FOR 
TRAINING THt MEDICAL TRANSCRIBER 
^LRE DEVELOPED. THIS BOOKLET DEALS 
^WITH MEDICAL TERMINOLOGY OF THE 

digestjive system. part one of. this 
Document presents the terminology 

AS A descriptive NARRATIVE^ 
EXPLAINING ANATOMY, PHYSIOL-OGV, 
PATHOLjatJY, HOSPITAL PROCEDURES IN 
LABOR/VTORY TESTS, RADIOLOGY, AND 
OPERA TIONS. AFTER EACH NARRATIVE 
THERE ARE E XERC I SES THAT INCLUDE 
IDENJIFICATION OF ILLUSTRATIONS, 
TRUE ANO FALSE wUESTIONS, MULTIPLE 

HOICE, MATCHINGV AND OTHER TESJS 
0^" DISCRIMINATION. PART TWO FALLOWS 
TME WRITTEN WORK. FOR EACH SEGMENT 
OF THE WRITTEN MATERIAL THERE IS AN 
•audio exercise which REUUIRFS THE 
STUDENT TO TYPE A DICTATED LIST OF. 
NEW WORDS, THIS IS FOLLOWED , BY A 
DICTATED SHORT PARAGRAPH IN WHICH 
thE NEW WORDS ARE USED IN A 
MEANINGFUL CONTEXT, SIDE A OF THE 
TAPE IS DESIGNED TO BE USED 
CONCURRENTLY WITH THE WRITTFN 
EXERCISES. SIDE B IS USED AT THt 
|CONCLUSION OF^ THE WRITTEN EXERCISES 
hhiO INCLUDES MEDICAL' REPORTS OF 
VARIOUS KINDS RELATED TO THE 
PARTrCULAK DISORDER OF , THE SYSTEM 
AS THEY MIGHT OCCUR IN )A MEDICAL 
RECORD. THEY RANGE FROM EASY TO 




niFPICULT AND FROM CLFARLY. 
A-RTICULATED TO GARBLED SPEECH, 
AGAIN IN AN ATTEMPT TO SIMULATE THE 
RfcAL-LtFE EXPERIENCE. (AUTHOR/DL) 
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COOPERATIVE OCCUPATIONAL EDUCATION 
PROGRAMS ADMINISTRATIVE HANDBOOK. \ 

NEW YORK STATE EDUCATION DEPT., 
ALBANY. OFFICE OF OCCUPATIONAL 
EDUQATION, 

EDRS PRICE Mf=-*0.65 HC NOT 
AVAILABLE FROM EDRS* 

PUB DATE , - 72 92P.. >^ 

DESCRIPTORS - ♦COOPERATIVE 
.EPUCATION; ♦PROGRAM DESCRIPTIONS; 
♦ STATE PROGRAMS; .♦WORK EXPERIENCE 
PROGRAMS ; ♦ADMINHSTRATOR- GUIDES; 
EDUCATIONAL-fjBJECTIVES; ' 
ADMINISTRATIVE ORGANIZATION; 
PROGRAM PiUnNING; PROGRAM 
A DM I N I S TR-A T<ION?_Ar DC A T ION A L 
EDUCATION ^ 
IDENTIFIERS - *NEW YORK 



ABSTRACT - THIS ADMINISTRATOR GUIDE 
DESCRIBES OCCUPATIONAL COOPERATIVE 
AND .WORK-STUDY PROGRAMS IN THE 
STATE OF NEW YORK, DETAILING THE 
ADVANTAGES OF COOPERATIVE .EDUCATION 
FOR THE STUDENT, THE SCHOOL|, THE 
EMPLOYER, AND THE COMMUNITY. \- ' 
RATIONALE FOR WORK EXPERIENCE ^ 
PROGRAMS PRECEDES A CHART GIVING 
OBJECTIVES, TIME ALLOTMENTS, 
STUDENT CHARACTERISTICS, aUD OTHER 
PERTINENT INFORMATION RELATING TO 
NEW YORK WORK EXPERIENCE PROGRAMS. 
DIVERSE ADKINISTRATIVE 
CONSIDERATIONS ARE DISCUSSED-, : 
RANGING FROM STAFFING TO PROGRAM 
PLANNING. Vro6r>^ FEATURES ARE 
SPECIFIED FOR EACH TYPE OF ' ' 
COOPERATIVE PROGRAM. LINE DIAGRAMS ' 
ILLUSTRATE THE TEXT, WHICH' INCLUDES 
A BIBLIOGRAPHY AND A GLOSSARY. (AG) 
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GEORGIA GUID^-BOOK: JOB PLACEMENT 
SERVICES. ^ 
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fc DUCAT ion; y 

Er»R"S PKICt '*K»--»0.6i> HC-S3.29. 

PUB DATE - 71 6 IP. 

DtSCRlPTOKS - ♦EMPLOYMENT SFRVICES; 

♦ JOB PLACEMENT; ADMIN IS THAT IV F. 
ORGi^NIZATlON; STATE PROGRAMS; 
RlSfXJkCE MATIRIALS; *VOCATIONAL 
EtUCATION; blBLlOGHAPHIES : ♦LEADERS 
GUIDES; VOCATIONAL DEVELOPMENT; • ^ 

♦ PROGKAMiDEVELORMENT; OCCUPATIONAL 
GUIDANCE; STUDENT TESTING; 

•SUMMATIVE EVALUATION; INSTRUCTOR 
COORD^INATORS ; COMMUNITY INVOLVEMENT 
IDENTIFIERS - ♦GEORGIA 

Ai'-STRACT - INTENDED FOR POTENTIAL 
AND CURRENT JOb PLACEMENT 
COORDINATORSt THIS GUIDEBOOK 
DESCRIBES GEORGIA'S PLACEMENT 
SERVICE ACTIVITIES IN THE FIVE 
FOLLOWING arenas: (1) ORGANIZATION 
OF A PLACEMENT SERVICE, (2) 
DEVELOPMENTAL. ACTIVITIES, (3) 
TE.STING, (4» INDIVIDUAL AND GROUP 
WORK ACTIVITIES, J^ND (5) FOtLOWUP 
EVALUATION AND RESEARCH. iTHt TEXT'S 
INTRODUCTORY^ RATIONALE MAKES THE 
ASSUMPTION THAT JOB PLACEMENT, AS A 
KEY SCHOOL SERVICE, SHQiJlD PROVIDE 
COMPRCHENSIVE EFFORTS DELATED TO 
VOCATIONAL PREPARATION BOTH AT THI 
ELEMENTARY AND SECONDARY LEVELS. 
RESOURCE MATERIALS AND A • 
BIBLIOGRAPHY ARE APPENDED. THIS' 
LEADER'S GUIDE WAS FUNDED BY MEANS 
Of A STATE GRANT. ( AG I 
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WHAT EVERY EMPLOYER NEEDS T'O KNOW , 

ABOUT OSMA Kf CORDKEEP ING. 

BUREAU OF LABOR STATISTICS (DOL), 
WASHINGTON, D.C. 

EDRS PRICE MF-$0.65 HC-$3.29. 
BLS-R-412 

pub date - 72 34p. 

descriptors - ♦federal legislation; 
resource guides; labor standards; 
♦health; medical services; labor 
conditions; ♦recordkeeping; 

EMPLOYFES; OCCUPATIONAL DISEASES; 

♦ INJURIES; ♦safety; first AlCr 

ir-FNTIFItRS -r ♦OCCUPATIONAL SAFETY 
AND HEALTH ACT OF 1970 

O lACT - THIS PUBLICATION . 

ERIC V 
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• PKrFSENTS, ANSWERS TO THE QUESTIONS 
MOST FREQUENTLY ASKED B Y EMPLOYERS 
CONCFRNING INJURY AND ILLNESS 
RECORDKEEPING AND REPORTING ^ 
REQUIREMENTS UNDER THE WILLIAMS- - 
STEIGER OCCUPATIONAL SAFETY AND ? . 
HEALTH ACT OF 1970. UNDER THlS ACT, 
THE B.aREAU OF LABOR STATISTICS OF 
THE U.S.- DEPARTMENT OF LABQR IS ' 
HELD RESPONSIBLE FDR THE . 
RECORDKEEP.INb AND REPORTING ' * 

REQUIREMENTS. TOPICS' OF CONCERN AftE 
LISTED ALPHABETICALLY FOR EASY 
REFERENCE. ADDRESSES OF 
OCCUPATIONAL SAFETY AND HEAL'TH v 
ADMINISTRATION REGIONAL OF.FfCES AkE ' 
APPENDED, IN ADDITION TO CHARTS » 
DEPICTING THE CONDITIONS NECESSARY ' 
FOR RECORDING OCCUPATIONAL INJURIES 
OR ILLNESSES UNDER THIS ACT. (/^G) 
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^ CAREER EDUCATION : a' HANDBOOK FOR 
PROGRAM tNITIATlON. 

MISSISSTPP-I STATE DEPT. OF 
EDUCATION, JA.CKSON. DIV. OF 
VOCATIONAL AND TECHNICAL EDUCATION. 
EDkS PRICE MF-$0.65 HC-$6.58. 
PUB DATE - JUL72 13AP. ^ 

I 

^DESCRIPTORS - ♦CAREER EDUCATION; 
* ♦VOCATIONAL DEVELOPMENT; SKILL / 
' DEVELOPMENT; ELEMENTARY GRADES; ' r 
I'NTERMEDIATE GRADES; SECONDARY 
GRADES; ♦RESOURCE GUIDES; ♦PROGRAM 
DEVELOPMENT; LEARNING ACTIVITIES;* 
CAREER PLANNING; ADMINISTRATOR 
RESPONSIBILITY; TEACHER 
RESPONSIBILITY 

IDENTIFIERS - CAREER AWAHENESSr 
CAREER EXPLOKATION 

ABSTRACT - THIS COMPILATION OF , 
IDEAS, SAMPLE ACTIVITIES, . AND OTHER 
INFOrMIaTIGN. HAS B EEN" PRE PAR E D FOR 
USE DyXcLASSROOM TEACHERS, 
COUNSELORS, CAf^EER^ EDUCATION 
LEADERS, AND SCHOqc ADMINISTRATORS 
IN INITIATING CAKEEft EDUCATION 
PROGRAMS. SECTION OF THE HANDBOOK 
PROVIDE: (1) A DESCRIPTION OF, THE 
CAREER-CENTERED CURRICULUM, WHICH 
IS A CURRICULUM DESIGNED TO HELP 
STUDENTS DEVELOP SOCIO-LOGI CAL , ' 
PSYCHOLOGICAL, AND OCCUPATIONAL 
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SKILLS Jl^rtOUG^ A PE VELOPMeNTAi. 
PROGRAM OIVIUEO INTO, STAGFS Ql- 
AKEEK AWAKeNlfSSt E XP LOK ATI ON » 
»RLPAI^ATI0N, 'ANO CONTINUING 
EDUCATION, 12) A LISTING Of THt 
KtSPONSIBILITItS Of THIrv 
ADAINISTRATPK* career .EDUCAIBK, 
-OCCUPATIONAL. ORIENT AT ION TEACHERS; 
CtnJNSEtOH, TtACHbR.'ANd TEACHtR 
AIDES »IN THE CAREER EDUCATION 
PROGRAMS,* 13 i A CHART ILLUSTRATING 
CARfcE'k 6EVEL0PMENT CONCEPTS AT THE 
;PRIMAkYt JNTtlfME'DIAlT^ , AND 
SECL^^C'AKY GRAPt LEVtLS, (A) A GUIDb 
FOR PLA»^ING CARe'eR. ACTIVITIES 
BASED ON DfcVEuOPMfNtAL TASKS AND 
CHARACTEKISVIC REACTIONS OF CERTAIN 
STAGES OF DEVELOPMENT, AND (5) A, 
LISTING OF CAREER ACTIVITIES* THF 
ACTIVITIES, WHICH ARE DIVIDED INTO 
ELEMENTARY. MIDDLE SCHOOL, AND HIGH 
SCHOOL L EVE ..S, CONSIST OF 
INSTRUCTIONAL PROCEDURES, ' 
RESOURCES, AND MATERIALS KEYED TO 
UNITS OF STUDY AND SUBJECT fiATTER 
AREAS. (SBI 

^VT 019 051 

reuSINESS tOUCATION-SECRtTARIAL 
SKILLS, grades; 10-12. 

. INSTRUCTIONAL OBJECTI VE S EXCHANGE, 

*LC*S ANGELES, CALIF. 
OFI^ICE OF EDUCATION I DHCW ) , 
WASHINGTON, D.C. DIV. OF 
COMPREHENSIVt AND VOCATIONAL 
RESEARCH.; CALIFORNIA gNI V. , LOS 
ANGELES. CENTER FOR THE STUDY OF 
EVALUATION. 

DOCUMENT NOT AVAILABLE FROM "EDRS. 
I NSTHUCXrONAL' OBJECTIVES EXCHANGE, 
BOX 2409 5., LOS ANGELES, CALIFORNIA 
900Z4 (S».00) 
PUB DATE - 70 172B. 
"1 . • ' ■. 

DESCRIPTORS - ♦BEHAVIORAL 
OBJECTIVES.; MEASUREMENT GOAlS; . 
SECONDARY GRADE S ;- *ME ASUR EMENT 
TfcCHRIOUFS; *Gi>IDELlNES ; 
INFQRMATION UJ SSEMI NATI ON ; OFFICE 
PHACTICE; BUSIf*fSS SKILLS.; , 
♦BUSINESS EDUCATION; BUSINESS 
EDUCATION TEACHERS; EBUSINESS 
SUBJECTS ^ 
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ABSTRACT - THIS COLLECTION t)F 
INSTRUCTIONAL OBJECTIVES AND 
RfcLATEO EVALUATION PROCEETURES 

ERIC - * 
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US£ IN Tl^f TEACHING ?)F StCRETARtAL 
SKILUS WAS DFV^ELOPED BY A NON- 
PROFIT EDUCATIONAL CORPORATION IN 
COLLABORATION WITH SEVERAL HIGH 
SCHOOL BUSINESS TEACHERS. DESIGNfcO 
PRIMARILY FOR USE IN GRADES ' lO-lZ, 
THE MAJERIAL IS ORGANIZED INTO TH^^^' 
FOLLOWING CATEGORIES! (1) TYPING,' 
(2) SHORTHAND, «3) OFFICE MACHINE.S, 
CA) OFFICE PRACTICE, AND J5) 
4»USINESS ENGLISH'. THI S , COLLECTION 
. IS COMPOSED. OF A7 OBJECTIVES AN^ 
RELATEO EVALUATION ITEMSi EACH ' 
OEiJECTIVE IS FOLLOWED BY jsUGGESTED 
ACTIVITIES- AND CRITERIA ROR JUDGING 
THE ADEQUACY OF STODENT RESPONSES. 
QUESTIONNAIRE PAGES ARE SUPPLIED 
FOR Ff EDftACK IN AN EFFORT TO 
IMPROVE THE QUALITY OF' THIS 
MATERIAL, AS YET UNTESTED IN THE 
CLASSROOM. "(KH) 
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INSTRUCTIONAL OBJECTIVES EXCHANGE, 
.UOS ANGELES, CALIF. 
QFEICf OF EDUCATION (DHFW), 
WASHINGTON,'- D.C. DIV. OF 
COMPREHENSIVE AND VOCATIONAL 
RESEARCH.; CALIFORNIA UNiy. , LOS 
ANGELES. CENTER \FOR THE STUDY OF 
EVALUATION. 

DOCUMENT NOt AVAILABLE FROM EORS. 
INSTf^UCTIONAL OBJECTIVES EXCHANGE, 
BOX 24095, LOS Af^GELES, CA 90024 

PUB DATE - NO - IOTP. 

DESCRIPTORS ♦BEHAJ/IORAL 
OBJECTIVES; MEASUREMENT GOALS; 
SECONDAR Y GRADE'S ;^^ ♦ME AS UR EMENT 
TECHNIQUES; ♦GUIDELINES; < 
INFORMATION DISSEMINATION; 
♦ BUSINESS EDUCTaTION; BUSINESS 
EDUCATION TEACHERS; BUSINESS; 
♦BUSINESS SUBJECTS • 

ABSTRACT fr.THIS COLLECTION OF 
INSTRUCTIONAL OBJECTIVES AND. 
RELATED EVALUATION PROCEDURES FOR 
THE TEACHING- OF BUSINESS LAW WAS ^ 
PR'E PARED. A/SIt) DEVELOPED BY A NON- 
PROFIT ' EDUCATIONAL CORPORATION. 
,DtSIGr*En PRIMARILY FOR USE AT 
GRADE,S lC-12, THE MATERIAL »IS 
ORGANIZEO INTO THE* FOLLOWING ' 
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' CATEGOKUS: U ) FOM^T" 
1^1 LAW OF C0NTKAC1S, 
»»ROP.ERTY, I A). LAW Of 
INSTRUHtNfS; AND (f>) 
BUSINtS^ KfcLATIDNS AN 

^KflANIiATIb^4S. THIS C 

/contains 37 OBJtCTIVE 
EVALUATION ITEMS. E AC 
f!0LL0WED by bUGGtSTED 
>AMty GRITER-IA FOR\ JUDG 
ApegUACY OF STMt)ENT R 
UUESTIONNAIRE FAGt^ A 
FCJR'FEEDBACK^ IN AN EF 
IMPROVE THE (JUALITY 0 

. MATERIAL, AS YET UNTE 
CLASSROOM. • 
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DESCRTPTORS - *bFHAVIORAL 
ObJECllJVeS; MEASUREMENT GOALS J 
SECONDAR Y (ikADE S ; *MEASUR EMENT 
TEChMUUES; ♦GUIDELINES; 
INFORHWTION DISSEMINATION; - ' 
♦BUSINESS education; BUSINESS 
EDUCATION teachers; ♦BOOKKEEPING 



ABSTRACT - PREPARED BY A 
EDUCATIONAL CORPORATION, 
COLLECTION OF INSTRUCTION 
OBJECTIVES AND R€LA,TEO EV 
PROCEDURES FOR USE BY TEA 
BOOKKEI^PING, WAJ DEVELOPE 
^SINGLE AUTHOR. DESlGNtO P 
VOR^RADE^ 10-12, THE MAT 
COVER'S BASIC B'oUKKE'EP ING 
BANKING AND CASH TRANSACT 
PAYROLL RECORDS, DEPRECIA 
ASSETS, AND ACCRUAL AND D 
EXPENSE. THE CONSENTS INC 
OBJECTIVES AND RELATED EV 
TicMc, bACH OBJECTIVE IS 



NON-PROFIT 
THIS 

AL ' 

AL UA T I ON 
CHFIVT OF 
D,. BY A 
RIMAklLY 
ERIAL 
PROCESSES, 
IONS, 
TION OF 
EFtRRED 
LUDE 1 7 
^UATION 
FOLLOWED 



BY SUGGESTED ACTIVITIES ANO* t 
CRITERIA FOR JUOl,ING THE ADtqUACY 
OF STUDENT KtSPONSES. QUESTIONNAIRE 
PAGES ARE SUPPLIED FOR FEEDBACK IN 
AN EFFORT. TO fflP ROVE. THE QUALITY. OF 
THIS MATERIAL, )U YEt UNTESTED IN 
THE CLASSROOM. < KH) 
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BUSINESS EDUCATION: GENERAL 
BUSINESS, -GRADES 10-12. 
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'cOMPREHENiSXVE AND VOC 
RESEARCH.; CALIFORNIA 
ANGELES'. CENTER FOR T 
EVALUATIOI^. 
DOCUMENT NpT AVAILABL 
I'nSIRUCTIONAL OBJECTI 
BOX 24095,' LOS ANGELE 
( S8 .00 ) 

PUB DATE r NO 
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DESCRIPTORS - ♦BEHAVIORAL 
ilBJECTIVf S; MEASUREMENT GOALS'; 
srrfONDARY GRADES; ♦MEASUREMENT 
TECHNIQUES; ♦GUIDELINE^; 
INFORMATION DISSEMINATION; 
♦ BlJsiNESS IDUCATION; BUSINESS 
EDUCATION TEACHERS; BUSINESS 
SKILLS; ♦BUSI.NES'S SUBJECTS 

ABSTRACT - THIS COLLECTION OF 
INSTRUCTIONAL OBJECTIVES AND 
RELATED EVALUATION PROCEDURES FOR 
THE TEACHING OF GENERAL BUSINESS 
WAS PREPARED AND DEVELOPED BY A 
NON-PROFIT EDUCATIONAL CORPORATION. 
DESIGNED PRIMARILY FOR USE IN 
GRADES 107«2, THE MATERIAL" COVERS 
MONEY, and; BANKING, CONSUMER BUYING 
AND CREDI(t, INSURANCE, MONEY 
MANAGEMEN-T, COMMUNICATION SKILLS, 
MERCHANDISING, ANQ BUSINESS 
MATHEViATICS. 'this COLLECTION 
CONTAINS 35 QBJECTIVES AND RELATED 
EVAMIATION JTEMS. EACH OBJECTIVE IS 
FOmWED BY SUGGESTED A( 
AND CRITERIA FOR JUDGING 
ADEQUACY OF STUDENT RESI 
QUESTIONNAIRE PAGES ARE SUPPLIED 
FOR FEEDBACK -"IN AN EFFORT TO f . 
ImIroVE THE QUALITY OF THIS 
MATfc«IAL¥^AS YET \jNTESTED IN THE 
CLASSROC^M** (KH) 
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CURHICULUM HESOURCE^ CENTLR, 
ECiRS PRICE Mf--$0,65 HC-»3.^0. 
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DtSCRIP"KfRS - »CAREER EOUCAIICJN; 
♦ ANNOTATID BIBLlQGRAPHlEf. ; 
VOCATIONAL EDUCATION; HUMANITIE 
AUDIOVISUAL AIDS; ♦CURK fCULUM 
♦VOCATIONAL 
ABSTRACTS; BOOKS.; 
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DEVELOPMENT 
OEVtLOPMENT 
MICROFICHE; 
MATERIALS 
IDENTIFIERS 

ABSTRACT - THIS ANNOTATED 
bIBLIOGKAPHY QN CAREBk EDUCATION 
P.kOVIOES QESCMIPTIONSl OF MATERIALS 
AVAILABLE AT THE CURRICULUM . 
RESOURCES CENTER, GRQ-UPED INTO 
THESe'CATEGOHItSiM) BOOKS, (2» 
IvASSETTES, (3» FILMSTRIP KITS, (4 » 
'GUIDEBOOKS FOR CURRICULUM 
DEVELOPMENT, 15) MICRORICHE, lb) 
MULTIMEDIA KITS, AND (7» 
BIBLIOGRAPHIES. EACH ANNOTATION 
MENTIONS, AS APPROPRIATE, THE 
( TOPICS COVERED IN TJHE DiJCUMEI^T, THE 

Purpose of the ro(;uM£NT, the target 

AUDIENCE, LOCAL CATALOG NUMBERS AND 
^ THE TYPE OF DOCUMENT, (AG) 

VT 019 364 

HANDBOOK FOR ^OAN TELLER. OFFICE 
simulation: INTEGRATED PROJECTS FOR 
' CLERICAL OFFICE PRACTICE. 

♦ 

MISSISSIPPI STATE DEPT. OF 
EDUCATION, JACKSON^ DIV. OF 
VOCATIONAL AND TECHNICAL 
ELUCAyON.; MISSISSIPPI STATE 
UMV., STATE COLLfGE, CURRICULUM 
COORDINATING UNIT,; UNIVERSITY OF 
SOUTHERN MISSISSIPPI, HATTIESBUkG. 
MF AVAILABLE IN VT-ERIC SE^." 
CURRICULUM COORDINATING 

•DRAWER OX, MISSISSIPPI- STATE, MS 
39762 'C$1,00 EA^CH OR SEVEN FOK / 
$4.00) 

IbP. I 
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PUb DATE - 72 
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♦MANUALS; 



♦OFFICE' 
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OCCUPATIONS EDUCATIONS *SlhULAT lOKli 

Clerical occupations; ♦.business 
epucation; course content; activity 
learning; behavioral osjEcrives; ' 

SlUDENl evaluation; ♦OFFICE 
PRACTICE -7. 

identifiers - koAN teller; CAREER 
AWARENEi;S 

ABSTRACT - THIS HANDBOOK IS ONE OF 
A SERIES OF INTEGRATED PROJECTS FOR 
TEACHING CLERICAL OFFICE PRACTICE 
HROUGH SIMULATION, IT PRESENTS 
ATERIAL FOR SIMULATED EXPERIENCE 
AS A LOAN TELLER. IN ADDITION TO A 
DESCRIPTION OF THE JOB, AN 
EXPLANATION IS GIVEN OF PROBLEKS 
CONFRONTED .BY THE TELLER, A LIST OF 
BASIC ASSUMPTIONS FOR SETTING UP 
THE SIMULATION, AN OUTLINE OF 
BEHAVIORAL OBJECTIVES, AND 
SUGGESTIONS FOR EVALUiTING THE 
STUDENT, THE SIMULATION COVERS A 4- 
DAY PERIOD, AND JOB ACTIVITIES ARE 
PRESCRIBED FOR EACH DAY, «0L) 

VT 019 883 ED 076 746 
COOK, FRED S«; RICHEY, RITA C. 
TWO VAE SYSTEM ^tODELS: A MODEL FOR 
A COMPETENCY-BASED INSTRUCTIONAL 
SYSTEM, COMPETENCY-BASED TEACHER 
EDUCATION SERIES NO, 2. * 

WAYNE STATE UNIV., DETROIT* MI^H, 
DEPT. OF VOCATIONAL AND APPLIED 
ARTS EDUCATION. 

MICHIGAN $TATE DEPT. OF EDUCATION, 
LANSING. VOCATIONAL EDUCATION AND . 
CAREER DEVELOPMENT SERVICES. 
EDRS PRICE MF-$0.65 HC-$3.29. 
PUB bATE - N0V72 32P. 

DESCRIPTORS - ♦VOCATIONAL ^ 
EDJUCATION; ♦PERFORMANCE BASED- 
TEACHER education; ♦EDUCATIONAL 
ACCOUNTABILITY; ♦INSTRUCTIONAL 
SYSTEMS; ♦MODELS; BEHAVIORAL 
OBJECTIVES; TtACHER EDUCATION 
CURRICULUM; SYSTEMS APPROACH; 
PRESERVICE EDUCATION; PROGRAM 
DEVELOPMENT; DI SX.RI BUTI VE 
EDUCATION; BUSINESS EDUCATION; 
FAMILY LIFE EDUCATION; PERFORMANCE 
CRITERIA 

IDENTIFIERS - ♦PROGRAM 
IMPLEMENTATION 



ABSTRACT - THIS BOOKLET IS ONE IN A 
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V - ■ • I 

SI Kits WHICH DtSCKlUFS A . i 

CHMPt:TeNCY-BAS,eL Tl ACHtK tDUC AT lOt;*^ 
PROGRAM DtVFLOPtD HY THf STAFf^ OP 
THE DEPAKlMENT OF VuCATinNAL AND 
APPLIED AKTS IDUCAIION AT WAYNE 
STATE UNIVtKSlTY. THIS BUHKLtT 
DISCUSSES INSTiUJCT^ONAL SYSTEMS AND 
ACCOUNTABILITY, WHICH AKE TWO 
, IMPORTANT FACFTS Of THE .PROGRAM.. 
PART I DESCRIBES A MOPH (IF THE 
tOMPETENcY-HAStlJ. INSTRUCTIONAL 
SYSTEM, WHICH UTILIZES A SYSTEMS 
APPROACH TO PROGRAM DEVlLO>MFNT. ^ 
THE ELEMENTS UF THE SYSTEM, ^ 
INCLUDING COMPETENCIES, PERFORMANCF. 
OBJECTIVE.S, NEEDS ASSESSMENT, 
DELIVERY SYSTEM, AND EVALUATION 
PLUS THE GENERAL PROCEDURIS . 
FALLOWED TO IMPLEMENT THF. SYSTEM 
ARE COVERED. PART II PkESENTS'AN 
ACCOUNTABILITY MODEL DFSI&NfD TO • 
FACILITATE THE I MPL EM ENTAT 1 ON 0 F AN 
INSTRUCTIONAL SYSTEK. THE 
ACCOUNTABILITY MODEL ALLOWS FOR 
INPUT FROM THE TEACHER, STUDENT,. 
AND ADMINISTRATION. A BOOKLET 
DESCRIBING THE COMPETENCIES AND 
PERFORMANCE OBJECTIVES IS AVAILABLE 
I^ THIS ISSUE AS VT ()19 8 84, AND A' 
PROGRESS REPORT IS AVAILABLE AS VT 
019 885 fARM V0L.V6, NO. A). (SB) 

VT 019 084 ED 076 74.7 

VAE PRE-CERTIFICATION TEACHEfe 
EDUCATION program: COMP ET ENc/i E S AND 
PERFORMANCE OBJECTIVES, COMPETENCY- 
BASED TEACHER ADUCAT^ON SERIES NO. 
I. ' / 

WAYNE STATE UNIV>. , DETROIT, MICH. 
DEPT. OF VOCATIONAL AND APPLIED 
ARTS EDUCATION. 

MICHIGAN STATE DEPT. OF EDUCATION, 
LANSING. VOlATIONAL EDUCaHW AND 
CAREER DEVELOPMENT SERVICES. 
EDRS PRICE MF-$0.65 HC-$^.5fl. 
PUB DATE - ,SFP7? 
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DESCRIPTCK 
EDUCATION; 
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♦Vocational 
♦ teaching skills; 
♦performan&e based teachlr 
education; ♦behavioral objectives; 
♦teacher education curriculum; 

DISTRIBUTIVE; education; BUSINESS 
EDUCATION; FAMILY LIFE EDUCATION; 

CAR€ER Education; preservice 

EDUQATIC^N; TEACHER CERTIFICATION; 
PRQpRAM DEVELOPMENT; PER,FORMANCE 



CRI-TERIA 
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,AbSTRACT - THIS BiJOKLfT IS ONE OP A| 
SERIES WHICH DESCRIBES "a 
COMPETENCY-BASED TEACHER EDUCATION 
PKOGRAM DEVELtJPEO BY THE STAFF Of 
THE DEPARTMENT OF VOCATIONAL AND 
APPLIED ARTS EDUCATION AT WAYNF, 
.STATE UNIVERSITY. 'THE PROGRAM 
^ CONSISTS OF COMPETENCIES, '* 
' PERTORMANCE OBJECTIVES, NEEDS 
ASSESSMENT, DELIV'ERY SYSTEMS, AND 
EVALUATION^. AND THIS BOOKLET 
CONTAINS THE COMPETENCIES AND 
PERFOR^A/JCE OBJECTIVES. P/^RT I 
PROVIDES A LIST OF 75 PRE-SERVICE 
Cn^PETENClES FOR DEVELOPING JSKILLS 

pertaining to planning, , 
instruction, , evaluatiqn, guidance, 
management, public and human 
relations, and professional role, 
part ir contains. the performance 
objjecttives for lb professional pre- 
service courses, which include six 
required courses covering theory, 
methods, and intern teaching and. 
fouj< spectalued courses in 
business and distributive educatipn| 
and home and family living. course 
and objecitive code numbers plus a 
cross-referen(;e between the 

"COm'peTENC lES AND PERFORMAiyCE 
• OBJECTIVES ARE APPENDED. TWO 
RELATED BOOKLETS ARE AVAILABLE AS 
VT 019 883 ( IN THIS^ ISS^ ) AND Vl 
019 ^5 (ARM VOL. 6,^.4). (SB) 

VT bid 009 ED 075 648 

INTRODUCING THE* SMALL BU;SINESS ^ 
MANAGEMENT COURSE 

SASKaVchEWAN NEWSTART, inc., PRINCE 
ALBERT,, 

EDRS PRICE MF-$0.65 HC-13.29. 
^PUB DATE --"73 29P. 

DESCRIPTORS - COURSE DESCRIPTIONS; 
PKOGRAM COSTS; PttOGR-AM GUIDES; 
♦AMERICAN INDIANS; EDUCATIONAL 
PROGRAMS; BUSINESS ADMINISTRATION; 
ADillNISTRATIVE PERSONNEL; ' 

♦ MANAGEMENT EDUCATION; ♦MANA(^|fisit; 

♦ BUSINESS SKICtvS; ♦BUSINESS; 
MANPOWER DEVELOPViENT 
IDENTIFIERS - CAjfjADA 

• ABSTRACT - CANACMAN INDIANS FACE 
THE THREAT OF A LOSS OF THEIR ONCE 
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RICH RESOURCES OF FISH* FUR« AND 
GAME AS UNOEVELOPEL LANDS ARE 
ILLING WITH TOURISTS iUO NEW 
OPULATIDNS. PUBLIC AWARENESS OF 
THIS SOCIAL PROBLEt^ HAS PRODUCED 
GOVERNMENTAL LOANS AND GRANTS FOR 
BUSINESS UNOERTAKIh)GS WHICH REQUIRE 
SOME. TRAINING OF ULCIPIENTS TO MAKE 
PROOfCTIVE USE OF THE AVAILABLE 
FlNANplAL AID. DESIGNED TO ASSIST 
PEOP^E.^ INDIAN ANCESTRY WHO ARE 
INTErtESTEO |N PREPARING FCtk JOBS AS 
5WNEII-MANAGERS OF THEIR OWN 
bUSlNESSES OR FOR MANAGEMENT 
POSITIONS WITH BUSINESSES OWNED BY 
THEIR BAND COUNCILS. COOPERATIVE 
AND OTHERS. THIS BROChURE CONTAINS 
THE RATIONALE. CONTENt AND 
INSTRUCTIONAL METHODOLOGY UTILIZED 
IN A MANAGEMENT COURSE FOK SMALL 
BUSINESSMEN WHICH WAS DEVfLOPED BY 
THE TRAINING RESEARCH AND 
DEVELOPMENl^STATION. SUBJECT AREAS 
COVERED INCLUDE: (1) MANAGEMENT 
PROCESS. (2) MARKETING, 4 3) 
FINANCE. ACCOUNTING AND 
QOOKKEEPING. (4) PERSONNEL 
ANAGEMENT. (5) BUSINESS IIaw. <6) 
ERSONAL FINANCE. (7) BUSINESS 
COMMUNICATION* (8) PRODUCTION 
MANAGEMENT. AN\<9) OFFICE ' 
PROCEDURES. (AUIMOR/SN) 

VT 020^485 ^ 
DRAPER. A.M. LESLIE 

CAREER GUIDES FOR ENTRY OCCUPATIONS, 
IN DATA PROCESSING. 

CAi^IFORNIA OCCUPATIONAL ANALYSIS 
FI^LO CENTER. LOS ANGELES. 
MF AVAILABLE 'IN VT-ERIC SET. 
0E-62e9-A-4 

PUB DATE - FE673 19P. REVISION 1. 
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DESCRIPTORS - *CAREER' 
OPPORTUNITIES; ♦ENTRY WORIWERS ; 
♦CAREER LADDERS; CAREER CHOICE; 
♦OCCUPATIONAL INFORMATION; 
VOCATIONAL EDUCATION; ♦DATA 
PROCESSING OCCUPATIONS * 
IDENTIFIERS - BEGINNING COMPETEI^e 



ABSTRACT - DEVELOPED BY AN 
lOCCUPATIONAL ANALYST. THIS CAREER 
GUIDE IDENTIFIES REPRESENTATIVE 
t^TRY OCCUPATIONS IN DATA 
PRbCESSlNG TO AID THOSE CONSIDERING 
A CAREER IN THE FIELD. A GENERAL 



OUTLINE OF BE 
HIRING REOUIR 
COM.PUTER-RELA 
FOLLOWED BY S 
VARIOUS ASPFC 
INCLUDED FOR 
CAREER LADDER 
OPPORTUNITIES 
THROUGH EXPER 
WORKSHEET IS 
THE GUIDE FOR 
AREA INFORMAT 
DATA OF THE G 

MAY BE Useful 

COUNSELORS AS 
TEACHERS. IKH 



NEFITS. TRAINI/4G. AND 
EMENTS FOR WORKERS III 
TED OCCUPATIONS^IS 
PECIFIC INFORMATION ON 
TS OF DATA PROCESSING. 
EACH OCCUPATION IS A 
DETAILING 
FOR ADVANCEMENT 
lENCE AND TR/^INING. A 
PROVIDED AT THE END OF 

USE IN ADDING LOCAL 
ION TO^ T^^E GENFRM. 
UIDE. THIS MATERIAL 
TO VOCATIONAL 
WELL AS TO CLASSROOM 

) 



VT 100 003 

Cameron. Walter 
student's guide 



A., COMP. 
TO INFOE. 



TENNESSEE OCCUPATIONAL RESEARCH AND 
DEVELOPMENT COORDINATING UNIT. 
KNOXVILLE ;TENNES5EE STATE X)EPT. OF 
EDUCATION, NASHVILLE. DIV. OF 
VOCATIONAL-TECHNICAL EDtJOAT ION . . 
MF AVAILABLE IN VT-ERIC SET. 
J>UB DATE - SEP72 70P. I 

DESCRIPTORS - ♦OCCUPATIONAL 
CLUSTERS; ♦OCCUPATIONAL 
INFORMATION; ♦OCCUPATIONS; ♦STUDY 
GUIDES; ♦VOCATIONAL EDUCATION 
IDENTIFIERS - ♦TErWESSEE; CAREER 
AWARENESS ^ INFOE 

ABSTRACT - THIS STUDENT GUIDE I S* 
PART OF THE INFOE SYSTEM DEVELOPED 
BY THE VOCATIONAL education' UNIT AT 
THE UNIVERSITY OF TENNESSEE. INFO^ 
STANDS FOR INFORMATION NEEOEO FOR 
OCCUPATIONAL ENTRY AND IS A CAREER 
INFORMATION SYSTEM THAT CAN HELP A 
STUDENT LEARN ABOUT JOBS IN HIS 
STATE. THIS BOOKLET EXPLAINS HOW 
THE INFOE SYSTEM IS USED. PROVIDES 
CAREER CLUSTERS FOR INFOE BOTH 
PROFESSIONAL AND TECHNICAL. AND AN 
ALPHABETICAL LISTING WITH 
DESCRIPTIVE INFORMATION ABOUT EACH 
OF THE LISTED OCCUPATIONS. THE 
CAREER CLUSTERS PRESENTED IN THIS 
MANUAL INCLUDE SOME OF THE 
FOLLOWING: U) PROFESSIONAL AND 
TECHNICAL. (2) CLERICAL AND SALES. 
(3) SERVICE. (4) FARMING, FISHING* 
AND FORESTRY. (5) PROCESSING. (61 
MACHINE TRADES. (7) BENCH WORK. AND 
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<B) STRUCTURAL WORIS . tDLI 

VT 100 004 / 

CAMkRON, WALUH A., CuA^i 
CflUNSfcLUK •$ UUIpt TO INFfJU. ^ 

TtNNESSfcE OCCUPATIONAL RfSFrARCH AND 

OlVfcLOPMrNT COORDINATING UNIT, 

KNOXVIj^t; TENNBSSfci STATl C-E PT . 0^ 

EDUCATION* NASHVILLE. 01 V. OF 

VfCATIONAL-TECHf^jICAL LDUCATION. 

HF AVAILABLF IN VT-ERIC SET. 

PUP DATt; - SfcP?;' H7P. 
< 

DISCRIPTORS - j^COUNSELORS ; * 
♦INFORMATION SOURCES; ♦OCCUPATIONAL 
GUIDANCF; ♦PROGRAM DESCRIPTIONS; 
'•RESOUHCF GUIDES; INFOKMATIlJN 
RITRUVAl; SLCONDARY GRADkS 
Il'tNTIFURS - .♦INFXJRMATION NPFd'eD 
FOR OCCUPATIONAL ENTRY; INFOE 

ABSTRACT - THIS GUI t E TO IWfOE 
UNFORMATION NEEDED FOR 
OCCUPATIONAL ENTRY! IS A SERVICE ' 
WHICH ENABLiS COUNSELORS TO PROVIDE. 
LOCALIZED CAREER AND EDUCATIONAL 
INFORMATION TO STUDENTS AND TO . 
ELIMINATE THE 'PRESENT INEFFICIE^ 
DUPLICATION OF INFOr'mAT IQN;- 
GATHERING ACflVITIE.S BY GUIDANCE 
COUNSELORS, CONTENT MATERIAL IN THE 
GUIDE FOCUSES ON THE FOLLOWING: (1) 
USE Of THE INFOE T>E CK , (?) 
IMPLEMENTING INFOE, (3) INFOE PILOT 
STUDY, <A» FUTURE PLANS FOR INFOE, 
I5» INFOE INVENTORY LIST, 16) 
ALPHABETICAL LISTING AND JOB 
DESCRIPTION, <7) COMMUNITY COLLEGE 
PROGRAMS, (8) TECHNICAL INSTITUTE 
PROGRAMS i AND (S) SOURCES OF 
INFORMATION ON VOCATIONAL TRAINING 
PROGRAMS . '<DL ) 

VT 100 038 

OFFICE PRACTICE SYLLABUS 1 £ 
ADVANCED ^TYPCWRI TING, MACHINE 
^TRANSCifll PTION, BUSINESS MACHINES, 
FILING, DUPLICATING, COMMUNICATION, 
DATA PROCESSING, AND HUMAN 
RELATIONS. 

NEW YORK STATL EDUCATION DEPT., 

ALBANY. BUREAU OF SECONDARY 

CURRICULUM DEVELOPMBNT. 

MF- AVAILABLE IN VT-tRIC SlT. 

PUB DATE - 7? 215P. 1972 ^ „ 

P"y'fON. 1U7 



OFSGRIPTORS ~ ♦SUPPLEMENTARY 
TlXTBOOKS; ♦npEUF PRACTICE; ^_ 
TYPEWRITING; OFFICE MACHINES; * 
FILING; REPROf.«APHY; COMMUNICATION 
SKILLS; DATA PHQCESSING; HUMAN . 
RILATIONS; COURSE CONTENT; 
♦BEHAVIORAL OBJECTIVES; TEACHING 
PROCEDURES; BUSINESS EDUCATION; 
♦OFFICE OCCUPATIONS EOUCATiON; * 
UNITS OF STUDY < SUB JECT FIELDS! 
IDENTIFIERS - EMPLOYMENT SKILLS; 
CAREER AWAREMESS 

ABSTRACT- - THIS SYLLABUS IS . 
DESIGNED TO ASSIST TEACHERS Of/ 
OEFICE PRACTICE TO PROVIDE 
ADEQUATELY TR aI N ED OFF I CE PERSONNEL 
WITH ENTRY-LEVEL COMPETENCIES. 
CURRICULUM INNOVATIONS SUCH ks 
MODULAR STRUCTURE, OBJECTIVES^ 
STATED IN MEASURABLE STUQENT " 
.BEHAVIORAL TErMS, AMD EVALUATION \ 
TECHNIQUES RELATED TO THOSE ^ 
OBJECTIVES ARE INCORPORATED IN THE 
DOCUMENT. THE MODULES ARE 
SEPARATELY BOUND ANXKINCLUDE Tt<E 
FOLLOWING SUBJECT fefAS: (1! 
ADVANCED TYPEWRITING* 12! ADDING 
AND CALCULATING MACHINES, 13) 
MACHINE TRANSCRIPTION, 
DUPLICATING MACHINES, «5! FILING 
AND RECORDS MANAGEMENT, 16! DATA 
PROCESSING, (7! COMMUNICATIONS, AND 
if). HUMAN RELATIONS. A TEACHER'S 
MANUAL ACCOMPANIES THE MODULES AND 
CONTAINS A STATEMENT OF COURSE 
OBJECTIVES, ADMINISTRATIVE, 
CONSIDERATIONSf A DESCRIPTION OF 
THE OFFICE PRACTICE LABORATOf^Y AND 
TEACHING ;MfTHnOS, ANO JOB 
INSTRUCTION ShEETS. JDL) 

VT 100 0A3 

HASlUK, JANICE,/*-^ 
BEHAVIORAL OBJECTIVES AND 
EVALUATION InCbOSINESS EDUCATION 
COURSES, ^ 

HIGHLAND REGIONAL HIGH SCHOOL, 

BLACKWOOD, N.J,; NEw JERSEY STATE 

DEPT. OF EDUtATI^N, TRENTON. OIV. 

OF VOCATIONAL EUuC^TION.; RUTGEftS, ^ 

THE STATE UNIvA "NEW BRUNSWICK, 

N.J. CURRICULUM LAB, 

MF AVAILABLE IN VT-FRIC SET. ^ 
N*J. VOC-TECH CUkRICULUM LAB., 
RUTGERS UNIVERSITY, BUILD IMG 4103, 
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KILMLK cAM*>US« Nil* HKUIv<SwlCK« NlW 
Jf RSf V ul>«*0 3 ( » I .(»(.) 
'UB hATf - vA»'K73' SSP. . 

DtSCKlPTDMS - •hUMf^J SS f ( UCA 11 DN; 
S4U»Nt)AKY V>KAt>f5.; ♦bt HA VI DK Al 5 
OHJfcCTlVfS; UNIT FLANS; \ 

♦ STINOGRAMMY ; TYPlWKniN(. ; 

♦ hUSINFSf SKILL?^; DfKlCI 
OCCUPATIONS; llf-UCt PKAClICt; 

♦ POClKKEf PINl. ^ 

Al.SlRACT ~ THIS MANUAi.. V4A S ' 
OtVfLOPEf' TO SlKVr AS A f.UlDl FOR 
THt IbACHEk (JF BUSINF5S H>UCA1I0N 
IN PLANNING SPLCIFIL INSTkUCTlONS 
FOR STUDENTS PAT*T IC I P AlING IN 
V(KAT.IONAl EDUCATION. THt MANUAL .' 
WAS UeSIGNED TO HELP THE lEACHfcR 
COMMUNICATE CERTAIN SKILLS AND 
KNOWLFDGi TO STUDENTS IN SUCH, A WAY 
•THAT STUDENTS CAN DEMONSTRATE' T HE^K 
ACHIEVEMENT ON THE hA S I S OF 
PREDETERMINED BEHAVIORAL 
OBJECTIVES. TMt CONTENT OF TM l 
MANUAL CONSISTS OF THE FOLLOWING 
UMTS: BUUKKkEPiNG I AND 1 
^CLERICAL BOOKKECPING, CLERICAL 
'RACTlCfc » CLtKICAL TYPING I A .NT 11, 
INTRODUCTION TO BUSINESS OFFIlE 
PRACTICE I AND lit FEkSONAL TYPING, 
STENOGRAPHY I AND II, AND' 
TYPEWRITING I AND IT. EACH UNIT 
CONTAIMS TWO SECTI-ONS: (1) COURSE" , 
ObJFCTIVtS STATED IN BEHAVIORAL 
TERMS TO ASSIV THE STUDENT IN 
DLTERMININQ THt SPECIFIC GOALS OF 
EACH COURSE, AND 12) MfTH&DS OF, 
EVALUATING THE DtGRtE 10 WHICH THE 
COURSE UBJECTIveS HAVE BEEN. MLT A S« 
PREVIOUSLY SUGCrfTl D. (AJTMOR/DL> 
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INSTRUCTOR'S GUIDE 
MACHINES, 1970. 
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WICHITA PUBLIC SCHOOLS, KANS» 
M-F AVAILABLE IN VT-ERIC S FT . , 
PUB DATE - 70 10? P. 

tiESCRlPTOKS - ♦COURSE CONTENT;, 
♦OFFICE MACHINES; ♦OFFICE 
OCCUPATIONS EDUCATION; *SlCONDART 
GRADES; ♦TEACHING GUIDE S; 
PERFORMANCE TESTS; RESOURCE 
MATERIALS; WORKSHEETS 
identifiers'- WICHITA PUBLIC 
SCHOOLS 



AFSrKACI - THIS GIJIDF iPROVl [1FS THt 
INSTRUCTOR WITH HAFEf^IALS AND 
SOGuFSTIONS THAT WILL ENABLE A 
TtACHfR TO ntVlLn^> A MACHINES 
COURSE m WHICH STUDENTS -WI LL GAIN 
SKILLS 'on .VARIOUS OFFICE MACHINES* 

oiveloped for grades 10, u, and i? 
of the wichita- public schools, thf 
course covers seven machines, ten- 
kly adding; full-key adding; 
automatic, printing, rotary, and 
k^^kiven calculators; and 
btookkt ep i no machines. four . 
oiffer'ent rotation plans for 
machine use are explained which ' 
allow the maximum number of days a 

StUDENT CAN rtE ON. A MACHINE AND 
STILL ALLOW EVERY STUDENT EQUAL 
TIMl WITHIN THE CONSTRAINTS OF 
CLASS SIZE AND CLASSROOM EQUIPMENT. 
WORKBOOKS, TEXTBOOKS, AND - 
SUPPLEMENTAL MATERIALS ARE 
SUGGESTED. METHODS OF HANDLING 
DAILY WORK, CARE OF EQUIPMENT, 
SCHEDULING TESTS AND EXAMS* AND 
RESOURCE MATERIALS ARE INCLUDED, 
THE, CULOR-QOpED GUIDE PROVIDES 
NUMBEROUS TESTS, ASSiGNMENT SHtETS, 
AND REVIEW PROBLEMS AS WELL AS 
AN^SWER KEYS. <MU) 

VT 100 058* 
cMCCRURY, WILMA 0. 
JOB PLACEMENT* 

H.ARLANDALE INDEPENDENT SCHpOL 
DISTRICT^ S/TN ANTONIO, TEX* CAREER 
EDUCATION.XENTER. 
OJ^FICE OF EDUCATION <OHEW)', 
-WASHINGTON, D..C»; TEXAS EDUCATION • 
AGENCY, AU^STIN. , ' 
fff AVAILABLE IN VT-ERIC SET, 
PUB DATE - 7*2 43P. 

DI^CRIPTORS- - *EMPLT)YMENT SERVICES; 
♦JOB PLACEMENT; ♦OCCUPATIONAL 
GUIDANCE; ♦SCHOOL INDUSTRY • 
. RELATIONSHIP; ♦YDUTFT EMPLOYMEfiT; 
COOPERATIVE PROGRAMS;- EMPLOYMENT 
INTERVIEWS; JOB /APPLICATION; 
15TUDENT FMPL|Yf^NT 

ABSTRACT*- THE OBJECTIVES AND* 
OPERATIONAL PROCEDURES- OF THE 
HARLAWDALE SCHOOL D I S TR I CT , . SAN 
ANTONIO, TEXAS IN CONNECTION WITH 
ITS CAREER EDUCATION PROGRAM ARC j 



100 .. ' • 

•.■ ^'"^ \ ' ' , • ' 

\,DeSCRIBEO IN THIS BOOKLET. tHfc JOB^ 
PLACEMENT SERVILE PRtDVIDES " 
INFORMATION, CONTINUING GUIPANCE, 
AND AS^I^TANCE TO STUCfNT?/ ' 
GRADUATES* AND - OUT-OF -SCHOOL YOUTH 
IN FINDING JOBS, MATCHING ABI LI TI ES 
•^^^^•'•'^^^^^ MAINTAINING WORKING 
freteATlONSHIPS WITH LOCAL BUSINESS 

• AND INDUSTRY IN PROVIDING 
t|^i*PLOYMENT OPPORTUNITIES, AND 
^iSUPPLYING AN OCCUPATIONAL FOLLOWUP 
PROGRAM FOR EVERY STUDENT LEAVING 
THE SCHOOL. SAMPLE LETTERS TO 
EMPLOYERS^BOUT TH6 PLACEMENT 
SERVICE, STUDENT ASSI STANCE'^FORMS ♦ 
A'ND COUNSELING MATERIALS ARE 
INCLUDED, (MF.) 

VT 100 080 

EXCERPTS FROM C^IFORMA BUSINESS 
ELUCATION Piiet^RAM GUIDE FOR 
DISTRIBUTE AND OFFICF 
OCCUPATIONS. 

CALIFORNIA STATt DEPT. OF 
•EDUCATION, SACRAMENTO. BUREAU OF 
BUSINESS EDUCATION. 
MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - 72 20P. 

DESCRIPTORS - *BUSINE£^S EDUCATION; 
♦DISTRIBUTIVE EDUCATION; ♦MODELS; 
♦OFFICE OCCUPATIONS -EDUCATION 
♦TEACHING GUIDES; ADULT EDUCATION; 
OCCUPATIONAL INFORMATION; OFFICE 
OCCUPATIONS; PROGRAM GUIDES; 
SECONDARY GRADES 

IDENTIFIERS - *CALIF0RNIA; CAREER 
AWARENESS 

ABSTRACT - TO ASSIST DISTRIBUTIVE 
AND OFFICE EDUCATION TEACHERS OF 
StCONDARY AND ADULT STUDEt><TS IN 
REAPPRAISING AND UPDATING THE 
BUSINESS EDUCATION CURRICULUM, THE 
CALIFORNIA STATE DEPARTMENT OF 
EDUCATION, BUREAU OF BUSINESS 
EDUCATION, SI*ONSORED A TASK FORCE 
TO DEVELOP GUIDELINES FOR A UNIFIED 
TRAINING PROGRAM WHICH WOULD 
PROVIDE STUDENTS WITH ENTRY -LEVEL 
JOB COMPETENCIES COMPATIBLE WITH 
THfe NEEDS OF EMPLOYERS. THE PROGRAM 
INCLUDES STUDENT-ORIENTED 
PERFORMANCE OBJECTIVES, A NUMBER OF 
ALTERNATIVE APPROACHES TO 
INSTRUCTION, AND IDENTIFICATION OF 
APPgnPRIATfc STUDENT MATERIALS FOR 



y BUSINC'S-S AND OFF 

THE FOLLDWING: CI) COMPETENCIES 
COMMON. TO -BOTH DI^IBUTIVE ^ AND 

• OFFICE OCX.UP M ION if A ^ , < 

• .0^ S Tfli IBUt I VE CORE'^^fi6-%n^^Gmt0^ 
CORt OF COMPETENCIES,. AND. TaT^ 
SPECIALTY COMPETENCIES FOR SELECTED 
ENTRY-LEVEL DISTRIBUTIVE AND OFFICE 
POSITIONS. SEVEN OCCUPATIONS WERE 
CHOSEN FOR THIS STUDY: SALESPERSON, 
GENERAL, CHECKER-CASHIER, SEWICE 
STATION ATTENDANT, WAITER-WAfTtteSS, 
GENERAL OFFICE CLERK, CLERK -JVPIST, 
AND ^TENOGRAPHj^. AN INVESTIGATION 
OF TASK ANALYSE STUDIES WAS USED 
TO DETERMINE THOSE COMPETENCIES 

' NEEDED BY ENTRY-LEVEL EMPLOYEES IN 
THE PERFORMANCE OF THEIR WORK. A 
MODEL WAS PREPARED TO GIVE AN 
OVERVIEW OF THE CALIFORNIA BUSINESS 
CAREER EDUCATION PROGRAM. 
(AUTHOR/DL) 

VT 100 oa2 

STIREWAlT, BRUCE; BRYAN, FA YE 
. CURRICULUM GUIDE FOR VOCATIONAL 
TEACHER-COORDINATORS OF INTENSIVE 
BUSINESS TRAINING. 

MISSISSIPPI STATE OEPT^'OF 
EDUCATION, JACKSON. DIV.'OF 
VOCATIONAL AND TECHNICAL 
EDUCATION.; MISSISSIPPI STATE 
UNIV., STATE COLLEGE. CURRICULUM 
COORDINATING UNIT. 
MF AVAILABLE IN VT-fRIC SET. 
CURRICULUM COORDINATING UNIT, 
DRAWER PX, MISSISSIPPI STATE, MS 
39762 ($2.00) 
PUB DATE - 72 130P. 

DESCRIPTORS - ♦BUSINESS EDUCATION; 
♦LEARNING ACTIVITIES; ♦OFFICE - 
OCCUPATIONS EDUCATION; ♦STATE 
CURRICULUM GUIDES; ♦VOCATIONAL 
EDUCATION;. BEHAVIORAL OBJECTIVES; 
COURSE CONTENT; OFFICE PRACTICE; 
RESOURCE MATERIALS; SECONDARY 
GRADES; TIME BLOCKS; TYPING 
IDENTIFIERS - CAREER AWARENESS 

ABSTRACT - DEVELOPED BY THE 
MISSISSIPPI STATE DEPARTMENT OF 
EDUCATION, THIS CURRICULUM GUIDE IS 
DESIGNED TO HELP VOCATIONAL** 
teachers; and COORDINATORS IN 
PLANNING THE CURRICULUM FOR THEIR 
INDIVIDUAL SCHOOLS AND IN TEACHING 
AND UPGRADING THEIR TEACHING. 
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CONTENTS OF THE GUIDE INCLUDE A 
^^SCRIPTIpN OF INTENSIVfc BUSINESS 
^PlAlNING AND A STATEMENT OF 

OBJECTIVESt A CURRICULUM SYNOPSISt 
AND A DESCRIPTION OF THE 1968 y * 
AME^DMENTS TO THE VOCATIONAL 
EDUCATION ACT OF 1963. tHE BODY OF 
THE GUIDE CONSISTJS OF A^ EXTENDED 
DESCRIPTI'Qpil^ OF UNITS OF STUDY IN 
BUilNESS TRAINING- THEY INCLUDE THE 
FOLLOWING: BUSINESS COMMUNICATIONS, 
DUPLICATION PROCESSES. GRAPHIC 
ARTS, HUMAN RELATIONS, INTRODU^ION 
TO DATA PROCESSING, JOB 
ORIENTATIOr*, MACHINE TRANSCRI *>T ION, • 
OFFICE SIMULATION, OFFICE 
•TYPEWRITING, THE EXECUTIVE 
TYPEWRITER, CONSUMER EDUCATION, 
CALCULATING MACHINES, CLERICAL 
RECORD KEEPING, FILING AND RECORDS 
MANAGEMENT, REFERENCE ACTIVITIES, 
SHORTHAND TRANSCRIPTION, TRAVEL AND 
TRANSPORTATION, AND INTEGRATED 
PROJECTS. EACH UNIT CONTAINS A 
STATEMENT OF OBJEC»TIVES, A 
DESCRIPTION OF CONTENT, A lIST OF 
SUGGESTED LEARNING ACTIVITIES, 
^OGGESTED MATERIALS FOR CLASSROOM 
USE, A SAMPLE TEST, AND A 
BIBLIOGRAPHY. (DL) 

VT 100 083 

HANDBOOK FOR SAVINGS TELLER. OFFICE 
simulation: INTEQ^ATED PROJECTS FOR 
CLERICAL OFFICE PRACTICE. 

MISSISSIPPI STATf DEPT. OF 
EDUCATION, JACKSON. DIV. OF 
VOCATIONAL AND TECHNICAL 
EDUCATION.; MISSISSIPPI STATE 
UNIV., STATE COLLEGE. CURRICULUM 
CCORDIMATING UNIT.; UNIVERSITY OF 
SOUTHERN MISSISSIPPI, HATTIESBURG. 
MF AVAILABLE IN VT-ERIC SET. 
CURRICULUM COORDINATING UNIT, 
DRAWER DXj, MISSISSIPPI STATE, MS 
39762 J|1.00 EACH OR SEVEN $4.00) 
PUB DAW - 7? 13P. 

DESCRIPTORS - ♦BANKING; ♦CLERICAL 
OCCUPATIONS; ♦OFFICE OCCUPATIONS; 
♦ OFFICE OCCUPATIONS EDUCATION ; 
^♦S INULA T.I ON; INSTRtJCTTONAL 
^MATERIALS; TEACHING TECHNIQUES 
IDENTIFIERS - ♦SAVINGS TELLER; v 
BEGINNING COMPETENCE; CAREER 
AWARfcNESS;-EMPLOYMENT SKILLS 
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ABSTRACT - AS PART OF THE 
INTEGRATED PROJECTS FOR CLERICAL 
OFFICE PRACTICE, THIS MANUAL^ 
PRESENTS A SIMULATED ENVIRONMENT 
FOR THE SAVINGS TELLER AND IS PART 
OF A BUSINESS EDUCATION CURRICULUM 
DESIGNED TO PREPARE THE STUDENT FOR 
EFFECTIVE PRODUCTION IN THE WORLD 
OF WORK. THE PURPOSE OF A SIMULATED 
OFFICE IS to EMPHASIZE GROUP . 
L&ARNING AND THUS ENABLE STUDENTS 
TO GRASP THE^XOKlCEPT OF'TH^ OFFICE 
AS AN OPERATING SYSTEM WITH MANY 
INTERRELATED PARTS AND FUNCTIONS. 
tHE MANUAL DESCRIBES BASIC 
ASSUMPTIONS. OF THE SIMULATED 
PROJECTS, Its OBJECTIVES, AND 
POSSIBLE EVALUATION PROCEDURES. THE 
SIMULATION IS DESIGNED FOR FIVE 
CLASS PERIODS- DESCRIPTIONS OF 
STUDENT ACTIVITIES FOR EACH DAY ARE 
PROVIDED IN THE MANUAL. IDL) 

VT 100 ,084^ 

handbook for office manager- office 
Simulation: integrated projects for 
clerical office practice. 

university of southern mi.^s iss ippi , 
hattiesburg.; mississippi" state 
dept. of education, jackson. div. 
of voca-tional and technical 
education.; mississippi state 
univ., stat.e college. curriculum 
coordinating unit, 
mf available in vt-eric set. 
curriculum coord i\(4a ting unit, 
drawer dx, mississippi state, ms 
»76? ($1.00. each or sevfn for ^ 

$4..00) 

PUB DATE - 72 20P. 

DESCRIPTORS - ♦CLERICAL 
OCCUPATIONS; ♦OFFICE MANAG^feMENT; 
♦OFFICE OCCUPATIONS EDUCATION; 
♦SIMULATION; BUSINESS EDUCATION;' 
INSTRUCTIONAL, MATERIALS ;■ ^OFFICE 
OCCUPATIONS; TEACHING TECHNIQUES 
IDENTIFIERS - ♦OFFICE MANAGERS 
BEGINNING COMPETENCE; CAREER 
AWARENESS; EMPLOYMENT SKILLS 

ABSTRACT - AS PART OF THE 
INTEGRATED PROJECTS FOR CLERICAL 
OFFICE PRACTICE, THIS MANUAL 
PRESENTS A SIMULATED ENVIRONMENT 
FOR THE OFFICE MANAGER AND IS PART 
OF A BUSINESS EDUCATION CURRICULUM 
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DESIGNED TO PREPARE THE STUDENT FOR 
EFFECTIVE PRODUCTION IN THE WORLD 
OF WORK. THE PURPOSE OF A SIMULATED 
OFFICE IS TO EMPHASIZE GR0UP 
LEARMING AND THjbS ENABjLE STUDENTS 
TO Gmi^P THE CONCEPT OF.tRE OFFICE 
AS AN OPERATING SYSTEM IlITH MANY 
INTERRELATED PARTS ANLk^FUNCTI DNS, - 
THE MANUAL DESCRI BES #ASIC * • 

ASSUMPTIONS OF, THE SpiULATED 
PROJECTS* ITS OBJECTIVES AND , 
POSSIBLE EVALUATION 'PROCEDURES. THE 
SIMULATION IS DESIGNED FOR , FOUR 
CLASS PERIODS. DESCRIPTIONS* OF 
STUDENT ACTIVIT}/fcS, FOR EA-CH DAY* ARE 
PROVIDED IN THE^ MANUAL. (d1>' 

VT 100 085 / 

HANDBOOK FOR/ CLERK TY PI ST . OFFICE 
SIMULATION:/ INTEGRATED PROJECTS FOR 
CLERICAL OFFICE PRACTICE. 

' / , ' ' . 

MISSISSIPPI STATE DEPT. OF ; 
EDUCATION, JACKSON. DIV. »F - 
VOCATIONAL AN^b TECHNICAL 
EDUCATION.; MISSISSIPPI STATE 
UNIv/t STATE' COLLEGE. CURRICULUM 
COO«blNATING UNIT.; UNIVERSITY. OF 
SOUTHERN MISSISSIPPI, HATTIESBURG. 
MF AVAILABLE IN VT-ERIC SET.' 
CURRICULUM COORDLMATING UNIT, 
pf<AWEft DX, MISSISSIPPI STATE, MS 
39762 tSl.QO EACH OR SEVEN ^OR 
$A.OO) 

PUB DATE - 72 24P. 



THE SITUATION, AN OUTLINE OF 
BEHAVIORAL OBJECTIVES, AND 
SUGGESTIO^J&fcFOR EVALUATION. THE 
SIMULATION COVERS A RIVE-DAY 
PERIOD, AND JOB ACTIVITIES ARE 
PRESCRIBED FOR EACH DAY. (DL) - ^ 

VT 100 ops 

HANDBOQIL FOR PAYROLL CLERK. OFFICE 
SIMULA#bN: INTEGRATED PROJECTS FOR 
CLERICAL OFFICE PRACTICE. ^ 



STATE^DEPT. jQF 
OIV. »0F 



MISSISSIPPI 
EDUCATION, JACKSON. 
VOCATIONAL ,§ND TECW5ICAL 
EDUCATION.; MISSISSIPPI STATE 
UNIV., .STATE-COLLEGE. CURRICULUM 
COORDINATING UNIT.; UNIVERSITY OF 
SOUTHERN MISSISSIPPI, HATTIESBURG. 
MF AVAILABLE VT-ERIC SET, 
CURRICULUM COORDINATIf*; UNIT^ 
DRAWER DX, MISSISSIPPI StItE, MS 
39762 {$1.00 EACH OR SEVE'n FOR 
*4.00) ^ 
PUB DATE. - 72 I'SP. 



DESCRIPTORS - »ACTIVITY LEARNING; 
♦BUSINESS EDUCATION; *CLERICAL 
OCCUPATIONS? *OFFICE OCCUPATIONS 
EDUCATION; ♦SIMULATION; BWAVIORAL 
OBJECTIVES ; COURSE .CONTENT; . 
INSTRUCTIONAL MATERIALS; STUDENT 
EVALUATION 

IDENTIFIERS - *PAYROLL CLERK; 
CAREER AWAREN.ESS: 



descriptors - *clerical 
occupations; ♦office occupations; 
♦office occupations education; 
♦simulation; ♦typists; activity 
learning; behavioral objectives; 

BUSINESS education; COURSE CONTENT; 
STUDENT EVALUATION 

IDENTJFItlRS - ♦CLERK TYPIST; CAREER 
AWARENESS . . 



ABSTRACT - T4HIS HANDS 
A SERIES OF INTEGRATE 
LEARNING CLERICAL OFF 
THROUGH SIMULATION. T 
PAMPHLET PRESENTS SIM 
MATERIAL FOR THE PROS 
TYPIST, IN ADDITION T 
DESCRIPTION OF THE JO 
EXPLANATION OF PRfJBLE 
BY A CLERK TYPIST IN 
^TiM'^TION, A LIST OF 
- PTIONS WHICH ARE 
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ABSTRACT - THIS HANDBOOK IS ONE OF 
A SERIES OF INTEGRATED P^tOJECTS FOR 
LEARNING CLERICAL OFFICE PRACTICE 
THROUGH SIMULATION. THIS SPECIFIC 
PAMPHLET PRESENTS SIMULATION 
MATERIAL FOR THE PR0SP6CTIVE 
PAYROLL CLERK. IN ADDITION TO A 
DESCRIPTION OF THE JOB, THERE IS AN 
EXPLANATION OF PROBLEMS CONFRONTED 
BY A PAYROLL XLERK> -A LIST OF BASIC 
ASSUMPTIONS WhIch ARE OPERATIVE IN 
THE SITUATION, AN OUTLINE OF 
BEHAiflORAL OBJECTIVES, AND 
SUGGESTIONS FOR EVALUATION. THE 
SIMULATION COVERS A FIVE-DAY 
PERIOD, AND JOB ACTIVITIES ARE 
PRESCRIBED FOR EACH DAY. «DL). 



VT 100 087 

OFFICE SIMULATICj\i^ INTEGRATED 
PROJECTS FOR CLERICAL OFFICE 
PRACTICE. (FORM MASTERS) 
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ISSISSIPPI STATf DEPT. OF 
DUCATION, JACKSON. DIV. OF 
CiCATIONAL AND TECHNICAL 
EDUCATION.; MISSISSIPPI STATE 
UNIV.f STATE COLLEGE. CURKICUlUH 
COORDINATING UNIT. UNIVERSITY OF 
SOUTHERK MISSISSIPPI, HATTIESBURG. 
MF AVAILABLE IN VT-FRIC SET. 
CURRICULUM COORDINATING UNIT, 
DRAWER DX, MISSISSIPPI STATE, MS 
39762 <$i;00) / 
PUB DATE - 72 47P. # 

DESCRIPTORS - ^ACTIVITY LEARNING} 
*CtERltAL OCCUPATIONS; - 
♦INSTRUCTIONAL MATERIALS; ♦OFFICE 
OCCUPATIONS EDUCATION; BUSINESS 
CORRESPONDENCE; BUSINESS EDUCATION; 
SIMULATION 

IDENTIFIERS - *FORM MASTERS 

ABSTRACT - DEVELOPED BY THE 
VOCATIONAL AND TECHNICAL EDUCATION 
CENTER AT MISSISSIPPI STATE 
COLLEGE, THIS DOCU^ftNT IS ONE OF A 
SERIES OF INTEGRATEDvPa^jtCTS FOR 
EARNING CLERICAL OFr^HttRACTlCE 
HKOUGH SIMULATION. ThHPckAGE 
CONTAINS SIMULATION- MATERIALS WHICH 
ARE FORM MASTERS LIKELY TO BE USED 
IN MANY OFFICE TRANSACTIONS. THE 
FORMS ARE SUFFIC'IENT IN NllMbER SO 
AS TO ADECUATELY' COVER ONE ROTATION 
FOR SEVEN STUDENTS.' AMONG THE 
BUSINESS FORMS THE FOLLOWING ARE 
included: an ACCOUNT IDENTIFICATION 
CARD, AN APPLICATION FOR 
EMPLOYMENT, AN APPLICATION FOR- 
UNITED STATES SAVINGS BONDS, A 
DEBIT MEMO, AN EMPLOYEE »S 
WITHHOLDING EXEMPTION, A PROMISSORY 
NUTE, A SAVINGS DEPOSIT SLIP, AS 
WILL'aS many OTHERS. (DL) 

VT 100 088 0 

handbook fdr discount clerk. office 
simulation: integrated pkojlcts for 
Clerical office practice. 

mississippi state dept. oh 
education, jackson. div. of 
|vocational and technical 

PeCUCATION.; MISSISSIPPI STATE 
UNIV., STATE COLLEGE. CURRICULUM 
COORDINATING UNIT.; UNIVERSITY OF 
SOUTHERN MISSISSIPPI, HATTIESBURG. 
K" ^.MLABlE IN VT-ERIC SET. 
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CURRICULUM COORDINATING UNIT, 
DRAWER DX, MISSISSIPPI STATE, MS 
39762 Ul.OC EACH OR SEVEN FOR 

$4;oo) 

PUB DATE - 72 23P.. . • 

DESCRIPTORS - *BUSINESS EDUCATION; 
♦CLERICAL OCCUPATIONS; ♦OFFICE 
OCCUPATIONS EDUCATION; ♦SIMULATION;' 
ACTIVITY LEARNING; BEHAVIORAL 
. OBJECTIVES; COURSE CONTENT; STUDENT 
EVALUATION ^ 
IDENTIFIERS - ♦DISCOUNT CLERK.; 
CAREER. AWARENESS 

ABSTRACT - THIS HANDBOOK IS ONE' OF 
A SERIES OF PROJECTS >0R LEARNING 
CLERICAL OFFICE PRACTICE THflOlil&H , 
- SIMULATION. THE PAMP+ILET PRESiENTS 
SIMULATION MATERIAL FOR THE 
PROSPECTIVE DISCOUNT CLERK. IN ' 
ADDITION TO A DPyCRlPTION OF THE. 
JOB, THERE IS AN EXPLANATION OF 
PROBLEMS CONFRONTED 9V THE 'CLERK IN 
. A SIMULATED SITUATION, A LIST OF 
BASIC ASSUMPTIONS WHICH ARE 
OPERATIVE IN THE SITUATION, AN 
OUTLINE OF BEHAVIORAL OBJECTIVES, . 
AND SUGGESTIONS FOR EVALUATION. THE 
SIMULAtlON COVERS "A FIVE-DAY 
PERIOD, AND JOB ACTIVITIES ARE 
PRESCRIBED FOR EACH DAY. (DLI 
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GIRANDOLA, RUDOLPH J., ED. ' 
PRACTICAL PUBLIC RELATIONS PROGRAMS 
*T0 PROMOTE VOCATIONAL EDUCATION IN 
YOUR SCHOOL DISTRICT. 

NEW JERSEY STATE ADVISORY COUNCIL 
ON VOCATIONAL EDUCATION, TRENTON. 
OFFICE OF EDUCATION (OHEW), 
WASHINGTON, D.C. 
MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - 70 16P. 

DLSCRIPTORS - ♦MASS MEDIA; ♦PUBLIC 
RELATIONS; ♦PUBLICIZE; INFORMATION 
DISSEMINATION; MODELS; SCHOOL 
DISTRICTS; VOCATIONAL EDUCATION 
IDENTIFIERS - NEW JERSEY 

ABSTRACT - TO HELP GAIN PUBLIC 
ACCEPTANCE AND SUPPORT FOR 
VOCATIONAL EDUCATION PROGRAMS, THlf** 
m PUBLIC INFORMATION MODEL FOR, LOCAL 
SCHOOL DISTRICTS IN NEW JERSEY WAS 
PREPARED TO' PROVIDE JHE LOCAL 
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DISTRICT .WITH A PKACT 
lY4F0BMATi0N pKOGRAM. 
ASSOCIATtD WITH EACH 
C0MPON6N1 OF THE MODE 
THAT A SCHOOL DISTRIC 
C0MI*ONENTS ACCORDING 
FINANCIAL CAPABILITY^ 
DISCUSSED INCLUDE MQN 
PUBLICATIONS, NEWS RE 
PHOTOGRAPHS, RADIO AN 
PROMOTIONt SLiDESr FI 
TAPES', PRINTED MATERI 
SPEAKERS' BUREAU, DIS 
SCHOOL VISITATION PRO 



IC-AL PUBLIC 

COST FACTORS 

SUGGESTED 

L ARE 1,1 VEN SO 

T MAY SE LECT 

TO I^S 

TECHNIQUES 
THLY V , 
LEASES, 

D TELEVISION , 
LMS, VIDEO 
ALSr A 



PLAYS, AND 



GRAMS. ^ (MF ) 



VT 100 109 . 

WHAT HAT WILL YOUR CHILD CHOOSE? 
OCCUPATIONAL CLUSTERS.' 

POTTAWATTAMIE COUNTY SCHOOL SYSTEM, 

COUNCIL BLUFFS, IOWA. THE HALVERSON 

CENTER FOR EDUCATION. 

BUREAU OF ADULT, VOCATIONAL, AND 

TECHNICAL EDUCATION IDHEW/OE), 

WASHINGTON, D.C. 

MF AVAILABLE IN VT-ERIC StT. 

OEC-0-71 -0676 (361 > ,tV . 

PUB DATE - ND 59P. ^ 

DESCRIPTORS - *CAREtR EDUCATION;'^ 
♦OCCUPATIONAL CLUSTERS; 
♦DEVELOPMENTAL PROGRAMS; ELEMENTARY 
GRADES; SECONDARY GRADES; POST 
SECONDARY EDUCATION; PARENT 
education; *MANUALS 
IDENTIf^IERS - career AWARENESS. 

ABSTRACT - THIS RESOUHCF BOOKLET 
PRESENTS AN ORGANIZATIONAL SCHEMA 
FOR 15 JOb CLUSTERS AS PART OF AN 
EXEMPLARY PROJECT IN CAREER' 
E[XiCATION. OCCUPATIONAL AREAS WERE 
DELINEATED TO INCLUDE THE OFFICE 
OCCUPATIONS, PERSONAL SERVICE, 
PUBLIC SERVICE, AGRI-BUSINESS AND- 
NATURAL" RESOURCES, COMMUMIC AT IONS 
AND MEDIA, CONSTRUCTION, CONSUMER 
AND HOMEMAKING OCCUPATIONS, ' . 
ENVIRONMENT, FINE ARTS AND 
HUMANITIES, HEALTH OCCUPATIONS, 
HOSPITALITY AND RECREATION, 
MANUFACTURING, MARINE SCIENCE, 
MARKETING AND DISTRIBUTING, AND 
OFFICE OCCUPATIONS'. WITHIN EACH 
CATEGORY, VARIOUS OCCUPATIONS ARE 
LISTED. (DL) 1 1 Q 
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'MABBS, DAVID, 

GOING metric: HOW TO COPE IN THE 

oFEifE. ; ■ . - 

DOCUMENT NOT /ivAI CABLE' IN VT-ERIC 
SET. 

REF-SJC/6 

ffORTHWOOD PUBLICATIONS LTD., ELM ' / 
HOUSE, 10-16 ELM STREET , LONDON, ' 
WCIXOBP 01-837 1234 C$.65') 
; PUB DATE - 71' LOOP, 

DESCRIPTORS -" *METRIC SYStEM; ' . 
I BUSINESS SKILLS; MEASURfwENT ; 
LOFFICE PRACTICE; PROGRAMBD. . 

INSTRUCTION 

IDENTIFIERS - GREAT BRITAIN 

ft 

ABSTRACT - OVER THE PAST^SEVERAL 
TEARS INDUSTRY AND COMMERCE IN 
GREAT BRITAIN HAVE 
THE METRIC SYSTEM. 
IS ONE OF A SERIES 
THE STANDING JOINT 
INDUSTRIAL TRAINING BOAROS\C% 
TRAINING FOR 'METRICATION TQ^ KEA-P 
TRAIN PERSONNEL TO USE THE METRIC 
SYSTEM IN THEIR DAILY WORK. IT WAS 
PREPARED Wlirrf THE ASSISTANCE OF THE 
BRITISH STANDARDS INSTITUTION, THE 
METRICATION BOARD, AND OTHERS. THE 
VARIOUS METKig ME A54JREMENTS ARE 
PRESENTED IN A PROGRAMED jLEARNING 
TEXT TO TAKE THE INDIVIDUAL THROUGH 
THE METRIC SYSTEM STEP BY STEP. 
(MF) 

f • ill 

VT 100 144 

MASHEB, CLIFFORD H. ; LEBOWITZ, 
ROBERT B. 

Cliffs KEYNOTE reviews: accounting. 

DOCUMENT NOT AVAILABLE IN VT-ERIC 
SET. 

CLIFF«S NOTES, INC., LINCOLN, 
NEBRASKA 68501 ($2.25) . 
PUB DATF - 68 116P. "% 

' ■ '>^' 

DESCRIPTORS - *ACC0UNTING; "OREVIEW 
(EXAMINATION); *STUDY GUIDES; ♦TEST 
REVIEWS; BOOKKEEPING; BUSINESS 
SUBJECTS/ 

ABSTRACT - THIS STUDY GUIDE IS 
DESIGNED FOR STUDENTS' USE IN 
REVIEWING WORK IN AN ACCOUNTING 
COURSE OF STUDY. ff^T.RUCT IONS ARE- 
GIVEN FOR USING THE\aNUAL FOR A - 
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GENERAL REVIEW, OR A QUICK RtVlEW* 
AND FOR ADD n I ON A L HELP IN 

^PARING FOlR exams. AN EXTENS^IVE^ 
LOSSARY OF TERMS IS INCLUDED WITH 
PAGE REFERENCES TO THE GUIDE. 
CONTENTS RANGE FROM THE SIMPLE 
RECbRDING Of TRANSACTIONS TO . 
ACCOUNTING. PRINCIPLES AND INCOME 
TAXES. (MU) • 

♦ 

VT 100 209 / 
LISOWSKI, ROBERT 

CAKEPRS IN ACCOUNTING: A CARELR • 
EDUCATION UNIT INBUSINESS' 
'EDUCATION. 

MCKEESPORT AREA ^CHtJOL DISTRICT, 
PA. 

MF AVAILABLE IN VT-ERIC SET» 
PUB DATE - ND 6P . 

/ ■ ^ 

DESCRIPTOt^S - ^ACCOUNTING; 
♦BUSINESS EDUCATION; *JOB SKILLS; 
*i^5 SOURCE UNITS; *UNIT PLAN; 
OCCUPATIONAL INFORMATION; 
OCCUPATIONS; SECONDARY GRADtS ; 
VOCATIONAL DEVtLOPMENT 

PSTRACT - THIS INSTRUCTION/VL*»UNIT 
WAS DESIGNED TO ACQUAINT SECONDARY 
ACCOUNTING STUDENTS IN PENNSYLVANIA 
WITH OCCUPATIONS WHICH UTILIZG THE 
SKILLS WHICH THEY ARE CURRENTLY ', 
BEING TAUGHT I N THE IR- CLA SSES 
CONTENTS ,0F THE UNIT 'INCLUDE: (.1) 
STATEMENTS OF OBJECTIVES, (2) 'AN 
M»TLINE OF THE SUB'jfcCT MATTER TO BE 
I^STEREO DURING THE eO,UpSE Olf THE ' 
UNIT, (3) A LIST OF THE 
OCCUPATIONAL AREAS TQ, BE EXPLORED, 
iMi AN ENUMERATION 01^ STUDENT 
LEARNING ACTIVITIESi (51 SUGGESTED. 
STUDENT [VALUATION TErCHNlCULS, AND 
(fc» INFORMATION TO THE TE'At>lER 
'INSlpUCTING HER TO CO NSTRUCt' -AN 
APPROPRIATE BIBLIOGRAPHY. (SN) 
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SHERLINE , RENFE C. ^ 

HANDBOOK FOR COOPERAT IV E tOUC AT ION 
COORDINATORS. PART l,^^HANDB(.10K, AND 
PART 2, EXHIBITS^i 
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ItW YORK CITY BOARD OF EDUCATION, 
BROOKLYN, N.Y. faUREAU. OF 
COOPERATIVE EDUCATION, . 
MF AVAILABLE IN VT-ERlC SET. 
r -o~*TE - 69 95 P. 
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DESCRIPTORS - *JC00PERAT IVE , / 
EDUCATION;* ♦COORDINATORS* 1 

♦ edOcational "POLICY; ♦vcIgational \ 
education: ♦woric studt-progr am^s \ 
administration; educational 
programs; manuals; part time jobs 

identifiers - ♦NEW YORK CITY SCHOOL 
SYSTEM , ' 

. ■ ' \ '■ ■ ;l = 

ABSTRACT -r -WIS MANUAL* DESCRIBES 
THE REGULATIONS 'GOVERNING THE. 
PRACTICES" AND PROCEDURES OF 
COOPERATI VE 'EDUCATION IN THE NE* 
Y^RK CITY SCHOOL SYSTEM FpR TFJE'. 
^BENEFIT OR THE COORDINATOR, OF - 
COOPERATIVE EDUCATION IN ANY ,ONE OF 
THE SCHOOLS IN THE SYSTEM; PRESENT 
P,ROCEDURE$ AMD THOSE CONCERNING 
PLACEMENT OF, STUDENTS ARE 
DESCRIBED. VARIOUS PART-TIME 
PROGRAMS, OFFERED ARE DEFINED BY THE 
POLICIES. GOVERNING THEM: 
ALTERNATING WORK A-ND cLaSSES ON A , 
1-WEEK, 2-WEEK, 3tWEEK, 4-WEEK, AND 
DAILY BASIS. THE SCHOOLS 
PARTICIPATING IN THE COOPERATIVE 
PROGRAM ARt LISTED. THE FOLLOWING 
PROGRAMS ARE DISCUSSED IN DETi^IL: - 
<1) MUNICIPAL CIVIL SERVICE ^ 
PROGRAM, (2) ><EALTH CAREERS,, «3) A* 
5-YEAR PROJECTION FOR OCCUPATIONAL 
EDUCATION VNDER THE BUREAU OF 
COOPERATIVE EDUCATION OUTLINES * 
PROGRAM EXPECTATIONS IN TWELVE ^ 
MAJOR 'OCCUPATIONAL AREAS. THEY ARE: 
(1) BUILDING TRADES, (2) 
COSMETOLOGY, 13) RAFTING, (4) 
ELECTRICAL, TRADES, (5) ELECTRONICS, 
(6) FASHION TRADES, (7) FOODS \ 
TRADES, (61 HEALTH, (9) HOSPITAL, 
(10) MACHINE SHOP, (11) PRINTING, 
AND 112) WOODWORKING. THE 33, 
EXHIBITS PROVIDE SAMPLE FORMS OF 
APPLICATIONS, TESTS, 
CERT^Ejira^ONS, AGREEMENTS^ AND 
aTHEI^^'»iTOt%ING DEVICES. (MU) 

VT 100 222 : ° 

NORTH CAROLINA CAREER EDUCATION 
CURRICULUM MATERIALS. 

CURRICULUM COORDINATING UNIT, 
OFFICE OF EDUCATION (DHEW), 
WASHINGTON, D.C. ^ 
MF AVAILABLE IN VT-'ERIC SET. . * 
PUB DATE - 73 
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DESCRIPTORS ~ ♦CAREER EDUCATION; 
♦INSTRUCTIONAL MATEKIAUS; ^TEACHING 
MATERIALS; CAREERS; CURRICULUM 
GUIDES; VOCATIONAL DEVELOPMENT; 
VOCATIONAlp EDUCATION * . * 

IDENTIFIERS - *NORTH CAROLINA ' 

ABSTRACT - THIS DOCUMENT CONTAINS 

THE Titles and descriptions of 

CURRICULUM MATERIALS DEVtLOPED BY 
vocational PERSONNEL IN NORTH 
CAROLINA FOR 'use IN FACILITATING 
THE AOVANCEMtNT t)F CAREER 
EDUCATION. ENTERED UNDER THE TITLES 
OF CAREER EXPLORATION AND CAREER 
PREPARATION, THE, MATE *^IAL£ INCLUDE: 
(U A COPY OF A STUDENT ACTIVITY 
SHEET FOR-USE IK THE AREA OF CAREER 
EXPLORATION, iZ) A TEACHER'S GUIDE 

. TO VOCATIONS, AND (3) CURRICULUM 
GUIQES AND TEALH'tNG UNITS FOR UiSE 
IN FACILITATING COURSES' IN 
AGRICULTURE PRODUCT ION, * OUTDOOR 

' RECREATION AND APPLIED ECOLOGY, 

' ORf^MENTAC HORTICULTURE, CONSUMER 
ANtf HOMEMAKING, ■ BUSINESS AND OFFICE 
EDUCATION, AEROSPACE, COOPERATIVE 
FASHION MERCHANDISING, TRADE AND 
INDUSTRIAL EDUCATION, AGRICULTURAL 
MECHAN^S, HEALTH OCCUPATIONS , AND 

• DISTRIBUTIVE EDUCATION. COOPERATIVE 
PROFESSIONAL SERVICES, (SN) 

Vt 100^235 - 

GATES', ■ MOINE; DAV ISDN ,v WA YNE 

SECRETARIAL OFFICE ^PRACTICE. COURSE 

CURRICULUM, 



/ 



GRAND FORKS PUBLIC SCHOOLS, 
MF AVAILABLE IN"vT-ERIC SET 
PUB DATE - '71 21 2P. 



N. DAK. 



DESCRIPTORS - ♦CURRICULUM GUIDES; 

♦ OFFICE -OCCUPATI05»JS EDUCATION; 

♦ OFFICE PRACTICE; ^ITEACHING GUIDES; 

♦ VOCATIONAL E DULATl ON ; .GRADE 12; 
SECONDARY STUDENTS ^ 

ABSTRACT - THIS COURSE CURRICULUM 
IS DE»>IGNED TO ACQUAINT THE GRADE 
12 STUDENT WITH IMFORMAtlON NEEDED 
IN PREPARATION FOR A VARIETY OF 
OCCUPATIONS^xIN OFFtCE PRACTICE. 
COURSE CONJtNTS COVER TOPICS FROM 
SEEKING Ef^OYMENT TO PREPARING FOR 
LONG-RANGE CAREER GOALS. SKILLS IN 



CERIC 



i'^? TAILS 
■IT IONS 



OF VARIOUS 
ARE SOUGHT 



OFFICE 
THKOUGH 



lessons in dictation and 
Transcription, production 
typewriting, ffllng and records 
management, office machines', 

RECEPTIONIST DUTIES, AND TRAVEL 'AN6 
TRANSPORTATION SERVICES. OVER 80 
BEHAVIORAL OBJECTIVES , OF THE COURSE 
ARE LISTEQ. (MU) 



VT 100 250 

^A CONTINUOUS PROGRESS 
BUSINESS EDUCATION. 



PROGRAM FOR 



SAINT BERNARD PAR'ISH 
CHALMfTTE, LA. 
MF' AVAILABLE IN VJ-ERIC 
PUB DATE - mohl 82P. 



SCHOOLS, 

4 * 



SET.' 



DESCRIPTORS - ♦BUSINESS EDUG/^T^ONt 
♦CONTINUOUS PROGRESS PCAN; 

♦Curriculum guides; ♦individualized 
instruction; ♦sequential learning; 
behavioral objectives; course 
content; flfxible progression . 

abstract - a continuous progress 
program for individualization of' 
instruction in business educattoh 
has been prepared^ using learning 
sequences designed for student 
needs and aspirations and prdviding 
for placement according to 
acfjievement in^ flexible nongraded 
framework. eac^t sequence includes a 
.brief description of scope and a 
listing of performance objectives 
to give an indication of the level 
of proficiency a student . should 
reach upon completionof the 
learning experiences. areas in 
business education' covered are 
general business, typewriting, 
shorthand, bookkeeping, clerical 

PRACTICE, DAT'a PROCESS SING,. AND WORK 
EXPERIENCE. (MF) ' , 

VT 100 260 

Arizona cooperative education 

oDIRFCTORY, aV72-l973. ^ 

ARIZONA STATE DEPT. OF EDUCATION, 
PHOENIX. . 
MF AVAILABLE IN Vr^-ERIC SET. 
PUB DATE - 72 13P. ' 

DESCRIPTORS - ♦COOPERATIVE 
education; ♦COOPERATIVE PROGRAMS; 
♦DIRECTORIES; ♦INSTRUCTOR 
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COORDINATORS 
IDENTIFIERS - ♦ARIZONA 



^fcjSTRAC"/ - 



SIR AC t' - THIS DI«ECTOKY OF 
ARIZONA COOPERATIVE EDUCATION 
PROGRAlhS IDENTIFIES EACH ONE bY 
ACRONYM. The DIRECTORY IS ORGANIZED' 
BY SCHOOL .DISTRICTS AND EACH ENTRY 
WITHIN' A DISTRICT NAMES THE ^ \ 
PROGRAMr^ITS SiTEt ITS COOj^DI NATOR t 
AND THE NUMBEk OF YEARS THE PROGRAM 
HAS BEEN IN EXIST ANCE. A LI»ST OF 
SPECIAL EDUCATION WORK CQORDI NATORS 
IS'lNCLUDED. (MU) 

VT 100 263 . 

GFORGIA CAREER EDUCATION CURRICULUM 
MATERIALS. [ 

MISSISSIPPI STAT^ UNIV.t 
MISSISSIPPI STATE. CUkRICU^-UM 
COORDINATING UNI t .; . M I SS ISSIP PI 
STAT^ DEPT. OF tCUCATION, JACKSON. 
DIV. OF VOCATIONAL AND TECHNICAL . 
EDUCATION.' 

MF AVAILABLE IN VT-ERIC SET. 
CURRICULUM C00RDINATIN(> UNITt 
MISSISSIPPI STATE UNI VERS ITYv P.O. 
VrAWER DXt MISSISSIPPI STATfc^jjMS ' 

12P. 
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VT 100 271 • 

'OFFICE SIMULATION-INTEGRATED 
PROJECTS FDR CLERICA'L OFFICE 
practice: TEACHER'S ,MAr^AL. 

MISSISSIPPI STATE UNIV., STATE 
COLLEGE. CURRICULUM COORDINATING 
UNIT.; UNIVERSITY OF SOUTH&RN 
"MISSISSIPPI, HATTIESBURG, 
MISSISSIPPI STATE DEPT. 
EDUCATION, JACiSQNrf DIV. OF ^ 
VOCATIONAL AND TECHNICAL EDUCATION, 
MF AVAILABLE IN \(T-ERIC SET. . 
CURRICULUM COORDINATING UNIT, 
DRAWER DX, MISSISSIPPI STATE, MS 
.39762 ^$2.00) 
PUB DATt*^- 72 



•3-^762 

PUB DATE -.7: 



OESCRlPTORi - •♦ANNOTATED 
bibliographies'; ♦career EDUCATION; 

♦CURRICULUM rese'arch; ♦resource 

MATfcRIALS; CURRICULUM; EDUCATIONAL 
RESEARCH ^ , 

IC-Er^TIFIERS- - ♦GEORGIA 

ABSTRACT - THIS BIBLIOGRAPHY OF 
CAREER EDUC^TIXIN RESOURCES CONTAINS 
INFORMATION^jSUbMITTFD FROM GEORGIA 
TO THfc MISSlSSit^Pi^lCURRICULUM 
COORCINATINGj UNlT-i&T 12 TITLES 
ARE ORGANIZEb AS CAREER .r^^-v.,^ 
EXPLORATION, PREPARATION, ENTRY ANtV 
At.VANCEMfNT,j AND Ml SC ELLAfnEOUS. 
DATA ON THE jDOCUMENTS. INCLUOE: (1 ) 
TITLE, C2I C|ONTENT, (3) TYPE OF 
MATERIAL* (4) GRADE LEVEL, 15) 
CAREER LEVEL, ife) INTENDED USER, 
171 CENERAL DESCRIPTION, (8) 
>UTHOR(SI, I9J PUBLISHER, (lO)^DATE 

IF PUBLICATION, (11) NUMBER OF 
>)^GfS, 112) COST, (13) PERSON 
SlBMITTING INFORMATION, ANp (15) 
S^TE. IMU) 

ERIC 




DESCRIPTOR* - ♦aapKEEPING; ♦OFFICE 
0CCUPATI0l«4|gil|fPlCE Xj:UPAtl6NS 
EDUCATION; •OFFICE PRACTICE;', 
♦SIMULATION; ANSWER KFYS; BANKING; 
CLERICAL WORKERS; MANUALS; V 
SECONDARY GRADES 

ABSTRACT - THIS TEACHERS* MANUAL IS 
DESIGNED FOR USE IN A CUSSROOM 
SIMULATING THE VARIOUS FUNCTIONS OF 
BOOKKEEPING REGULAR TO BANKING 
INSTITUTIONS. THE POSITIONS OF 
PAYROLL CLERK, SAVINGS TELLER, LOAN 
TELLER, GENERAL CLERK TYPIST, AND 
OFFICE MANAGER ARE SUPPLIED WITH 
INPUT DATA FOR CLASS PROBLEMS. THE 
PROBLEMS AND ANSWER KEY ARE 
INCLUDED IN THE MANUAL. RELATED 
DOCUMENTS ARE AVAILABLE A6 VT 100 
083 - VT 100 086 AND VT 100 088. 
(MU) 

VT 100 275 ; 
ERLANDSON, RAY S. 
STARTING AND MANAGING A SMALL 
RETAIL MUSIC STORE.' STARTING AND 
MANAGING SERIES, VOLUME 20. 

SMALL BUSINESS APMINISTRATI ON, 
WASHINGTON, D.C. 

MF AVAILABLE IN VT-ERIC S^T. . 
SUPERINTENDENT' OF DOCUMENTS, U.S. 
GOVERNMENT PRINTING-OFFICE, 
WASHINGTON, D.C. 20402 <S/N 4500- 
00107, $.55) 
PUB DATE - 7p 87P* 

DESCRIPTORS - ♦BUSINESS; 
♦MANAGEMENT; ♦MUSIC; MANAGERIAL 
OCCUPATIONS; PUBLICATIONS; SERIALS 
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K^ENTIFlbRS - 
M ANAGE At NT 



*MUSIC STOKE 



BUSINESS AND OFFICE 



ABSTRACT - THIS BOOKCET WAS 
PREPARED IN COOPERATION WITH THE 
NATIONAL ASSOCIATION OF MUSIC 
MERCHANTS AND IS INTENDED TO ASSIST 
PERSqi^S INTERESTED IN SETTING iiP 
AND MANAGING RETAIL MUSIC 
BUSINESSES. SPECIFIC TOPICAL 
CONTENTS INCLUDE: II) THE MUSIC 
BUSINE'SSf 12) LOCATION PROBLEMS* 
<3) LEASED DEPARTMENTS, (^) YOUR 
BUILDING AND EOUIPMEfiT, (5) THE U 
STUDIO OPERATION, (6) YOUR STARTING 
CAPITAL', <7) YOUR MERCHANDISE r (?) 
FINANCIAL MANAGEMENT, C9) OTHER 
MANAGEMENT CONCERNS (10) SELLING, 
III) BRINGING CUSTOMERS INTO T^t'^ 
STOKE, (12)^ THE RECORD DEPAHTHENT, 
AND (13) YOUR BUSINESS AND tK^E LAW. 
IN ADDITION, A SECT-ION ANNOUNCING 
INFORMATIONAL SOURCES IS PROVIDED. 
(SN) ' 



VT lOO 287 

CURRICULUM 
EDUUTION. 



GUIDE FOR BUSINESS 



MARYSVILLE JOINT UNIFIED SCHOOL 
DISTRICT, CALIf%* 
Ml- AVAILABLE IN VT-ERIC SET. 
PUB PAIE - ND 11 2P. 



w 



DESCRIPTORS - *BUSINESS EDUCATION; 
♦CURRICULUM GUIDES; *TEACHING 
GUIDES; BUSINESS SUBJECTS; COURSE 
CONTENT; SECCJNDARY GRADES 

ABSTRACT - THIS CURRICULUM GUIDE 
WAS DESIGNED FOR USE BY BUSU<JESS 
EDUCATION TEACHERS IN CALIFORNIA'S 
MARYSVILLE JOINT UNIFIED SCHOOL 
DISTRICT. INCLUDED ARE . > , 
INSTRUCTIONAL PLANS FOR ALL COURSES 
COMPRISING THE BUSINESS EDUCATION 
CURRJCULUM IN GRADES 9-12 COMPLETE 
WITH PRQIGRAM CONTENT OBJECTIVES, 
PERFORMANCE OBJECTIVES, AND SPACES 
FOR THE INTRANCE OF LEARNING 
STRATEGIES, RESOURCES , AND • 
PRIORITIES BY VhE PERSPECTIVE 
TEACHERS. ISN) ' 



VT 100 290 

A COURSE OF 
COOPERATIVE 

O 

ERIC 



STUDY FOR THE 
WOKIf STUDY PRtKiRAM." 
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clarksvAle-montgomery county 

SCHOOLS, 'TENN. 

MF AVAILABLE IN VT-ERIC SET» 
PUe DATE - NO* 221P.'' 

DESCRIPTORS - ♦COOPERATIVE 
education; *C0URSE DESCRIPTION^ 
♦MENTALLY HANDICAPPED; ♦TEACHING 

GUIDES; ♦WORK STUDY Programs; 
handicapped students; vocational 
educaYion 

abstract - this instructional 
manual was developed to assist 
teachers of educable mentally 
handicapped students enrolled in 

lasses of the 
■ry county 

;S BASED 0N« 
TN A PREVIOUS 
AND 

CHILDREN WITH 



SPECIAL EDUCATIL 
CLARKSVILLE-MOffTG( 
SCHOOLS.. THE GUIDE 
FINDINGS OBTAINED 
STUDY OF THE NEEDS 

CHARACTERISTICS OF ._ 

SEVERE LEARNING DISABILITIES AND 
INCLUDES A PHILOSOPHY AND * 
OKIENTATIONAL OVERVIEW OF THE 
PROPOSED COOPERATIVE WORK STUDY 
PROGRAM AS WELL AS GENERAL PROGRAM 
OBJECTIVES AND A LIST OF THE NEEDS 
TO BE FULFILLED BY THE PROGRAM, IN 
ADDITION, OBJECTIVES, COURSE 
DESCRIPTIONS, LEARNING ACTIVITIES, 
TEACHING METHODS AND INSTRUCTIONAL 
MATERIALS TO BE USED IN TEACHING 
THE PUPILS ARE GIVEN. (SN) 

VT 100 304 

OCCUPATIONAL RELATIONS COURSE 
OUTLINE. SECOND YEAR . _HORCE STER 
PUBLIC SCHOOLS WORK-STUDY PROGRAM. 

WORCESTER PUBLIC SCHOOLS, J^ASS. 
MF AVAILABLE IN VT-ERIC SET, 
PUB DATE - 63 56P. 

DESCRIPTORS - *Co6pERATlVE 
iE'DUCATISN; ♦COURSE CONTENT; 
♦CURRICULUM GUIDES; ♦HUMAN 
RELATION^;. ♦WORK EXPERIENCE 
PROGRAMS; COURSE DESCRIPTIONS; 
EMPLOYMENT QUALIFICATIONS; MANUALS; 
VOCATIONAL DEVELOPMENT; VOCATIONAL 
EDUCATION 

ABSTRACT - THIS COURSE OUTLINE WAS 
DEVELOPED TO SERVE THE NEEDS OF 
THOSE PUPILS 16 YEARS OF AGE OR 
OLDER, WHO ARE ENROLLED IN THE 
SECOND YEAR OF THE WORK EXPERIENCE 



BUSINESS 



/ 
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EDUCATION PROGRAM IN THE WORCESTER 
PUBUC SCHOOLS. THE PURPOSES OF THE 

ROGRAM ARE THREE-FOLD: (l>Tb 
FOSTER AN AWARENESS OF THE 
INPORTANCE OF PERSONAL RELATIONS 
AND THE WORLD OF WORK* (?) TO HELP 
STUDENTS DEVELOP A GREATER 
APPRECIATION OF THE EDUCATIONAL 
POSSIBILITIES INVOLVED IN THEIR 
JOBSf AND 13) TO AID STUDENIS IN 
HAKINQ BETTER SCHOOL AND WORK , 
ADJUSTHENTS BY INTEGRATING tHE 
EDUCATIONAL AND^^OCCU^ATIONAL 
ASPECTS OF THE PROGRAM.' AN 
EXPLANATION OF HpW THE , PROGRAM 
OPERATES AND .A GENERAL OVERVIEW OF 
THE BASIC CONTEXTUAL- AREAS COVERED 
ARE PROVIDED IN THE OUTLINE AS WELL 
AS ASSIGNMENT DATA SHEETS FOR EACH 
OF THE EIGHT TOPICAL AREAS 
EHPHASIZEO IN THE COURSE. THOSE 
ASSIGNMrNTS BY'TOpYc AND NUMBER 
AREt U) THE STUDY GF YOUR JOB* 12) 
HUMAN RELATIONSt (3) THE PROBLEM OF 
COMBINING SCHOOL AND WORK* (4). 
PAYROLL DEDUCTIONS AND BENEFITS* 
151 BEING A CONSUMER* f6)/ijNiaNS* 
(7) AMERICAN ECONOMY* AND , I 8) 
VOCATIONAL CHOICE AND SECURING 
ADDITIONAL TRAINING. ISN) • 



%T 100 308 

BURTON* CHESTER J.*. AND 
AUTOMATIC BUSINESS DATA 
1 AND 2 SYLLABUS. 



OTHERS 
PROCE SSING 



NEW YORK STATE EDUCATION DEPT., 
ALBANY. BUREAU OF SECONDARY 
CURRICULUM DEVELOPMENT. 
OOCiflENT NOT AVAILABLE IN VT-ERIC 
SET. 

THE UNIVERSITY OF THE STATE OF NEW 
YORK* THE STATE EDUCATION 
DEPARTMENT, BUREAU OF SECONDARY 
CURRICULUM DEVELOPMENT,' ALBANY, 
N.Y. 

PUB DATE - 72 137P. 

DESCRIPTORS - ^BUSINESS EDUCATION; 
♦COMPUTER SCIENCE EDUCATION; *DATA 
PROCESSING OCCUPATIONS; ^ELECTRONIC 
DATA PROCESSING; *STATE CURRICULUM 
GUIDES; PROGRAM GUIDES 

• 

ABSTRACT - THIS NEW YORK STATE 
CURRICULUM GUIDE OUTLINES A 2-YEAR 
COURSE OF INSTRUCTION FOR SECONDARY 
y ENTS IN AUTOMATIC BUSINESS DATA 
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PROCESSING PREPARING FOR ENTRY- 
LEVEL JOBS AT THE END OF THE FIRST 
YEAR AS RECORD EQUIPMENT OPERATORS* 
AND AT THE END OF THE SECOND YEAR 
AS PERIPHERAL EQUIPMENT OPERATORS 
OR PROGRAMMERS. INSTRUCTIONS TO 
TEACHERS AND ADMINISTRATORS STRESS 
THE NEED FOR THE TEACHERS TO ADJUST 
THE COURSE CONTENT AND OBJECTIVES 
TO THE LOCAl EMPLOYMENT SITUATION, 
W NEED FOR THE STUDENT TO HAVE A 
TECHNICAL KNOWLEDGE AND 
UNDERSTANDING OF THE MACHINES 
INVOLVED* AND AN UNDERSTANDI>IG OF 
BUSINESS OPERATIONS IN GENERAL. 
CURRICULUM PLANNING INCLUDES 
DEFINING BEHAVIORAL OBJECTIVES* 
GIVING CONSIDERATION TO THE 
USEFULpSS OF WORK EXPERIENCE* ' 
OELINEAtlNG TVIE COURSE CONTENT* 
IMPLEMENTING THE INSTRUCTIONAL 
PROGRAM, AND EVALUATING THE 
PROGRAM. THE SUGGESTED COURSE 
CONTENT CONTAINS EIGHT* UNITS FOR 
THE FIRST VEAR AND SIX FOR THE 
SECOND^ EACH UNIT STATES ITS 
PURPOSE AND CONTAINS TEACHING 
'SUGGESTIONS, CONTENT COVERED* AND 
VOCABULARY TERMS. A NUMBER OF 
WORKING DRAWINGS ARE INCLUDED IN 
THE TEXTUAL MATERIAL* IMU) 



VT 100 434 

SWANN, ALLEN F., AND OTHERS 
GUIDE TO BUSINESS EDUCATION: 
9-12. 



GRADES 



WARWICK SCHOOL DEPT., R.I. 

MF AVAILABLE IN VT-ERIC SET. 

CURRICULUM OFFICE, WARWICK SCHOOL 

DEPT., 24 WARWICK LAKE AVE*, 

WARWICK, RI 02889 

PUB DATE - SEP71 186P. 

DESCRIPTORS - 4eUSINESS EDUCATION; 
'♦BUSINESS SUBJECTS; *COURSE 
CONTENT; ♦CURRICULUM GUIDES: 
♦PROGRAM CONTENT; EDUCATIONAL 
PROGRAMS; GUIDES; SECONDARY GRADES 

ABSTRACT - DEVELOPED PRIMARILY FOR 
TEACHERS, COUNSELORS, AND 
ADMINISTRATORS AT THE SECONDARY 
LEVEL* THIS GUIDE IS INTENDED TO 
CREATE A BROADER UNDERSTANDING OF 
THE BUSINESS EDUCATION PROGRAM 
CURRENTLY OPERATING IN THE PUBLIC 
SCHOOLS OF WARWICK* RHODE ISLAND. 
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•INCLUDED IN IT AR£: 11) AN 
INTROOUCTMNt 12) A STATEHEnV OF 

The philosophy of business 
education « (3i a list of the 
general objectives of the business 

CURRICULUN, /fi) A LIST OF THE 
Pf9tOGRAMS OPf STUDY AVAILABLE IN 
BUSINESS EDUCATION* AND 15) A LIST 
OF THE COURSES COMPRISING THE 
CURRICULUM AS WELL AS COURSE 
OUTUNES FOR EACH. ISN) ^ 

* 

VT 100 439 

RINUNOf ANN HOPE 
CURRICULUM GUIDE FOR OFFICE 
PRACTICE. 

CHICAGO BOARD OF EDUCATION* lU* 
MF AVAIjLABLE IN VT-ERIC SET. 
BOARD OF EDUCATION OF THE CITY OF 
CHlCAGOt 228 N. LASALLE ST. « 
CHICAGO* IL 60601 Ul'.SO) 
PUB DATE - 72 27P. 

DESCRIPTORS - ♦OFFICE OCCUPATIONS: 
♦OFFICE OCCUPATION^ EDUCATylON; 
♦OFFICE PRACTICE; ♦tE ACHING GUIDES; 
CLERICAL WQfMCERSi /SECONDARY GRADES; 
VOCATIONAL EDUCATION 
IDENTIFIERS ^. ♦CHICAGO PUBLIC 

scnqoLS ' 'X ^ "^x 

ABSTRACT - THIS^ GUIDE IS DESIGNED 
FOR CHICAGO SCHOOLS FOR USSpBY 
T.EACHERS AS > BASIC PLAN FOR WORK 
IN AN OFFICE WACTICE CLASS THAT 
MEETS A DOUBLE PERIOD OF 80 MINUTES > 
PER DAY. THE TEACHER MAY ENRICH OR 
SIMPLIFY EACH UNIT AS THE' NEEDS AND 
INTERESTS OF THE CLASS DICTATE. 
GENERAL COURSE OBJECTIVES LIST 
SOCIAL AND ECONOMIC OBJECTIVES AND ' 
SKILLS AND COMPETENCIES. CONTENTS 
INCLUDE OBJECTIVES, SUBJECT MATTER, 
SUGGESTIONS TO THE| TEACHER , 
CLASSROOM ACTIVITIES, AND 
REFERENCES FOR THESE FIVE UNITS: 

11) ORIENTATION AND ORGANIZATION, 

12) FILING, (3) MACHINE 
TRANSCRIPTION, «4) OUf^L ICAT ING, AND 

13) COMPUTING MACHINES. ( AUTHOR /MU) 

VT 100 449 * 

A, CAREER ORIENJATION AND 
EXPLORATION GUIDE FOR TEACHERS OF 
PRACTICAL ARTS SUBJECTS: INDUSTRIAL 
ARTS, HONENAKING, BUSINESS 
EDUCATION, MIDDLE/JUNIOR HIGH lj^9 



BUSINESS AND OFFICE 

SCHOOL. A UNIT IN CAREER E(;>UCATION« 

J . 

TULSA PUBLIC SCHOOLS, OKLA. 
MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - ND 51P. 

fjJsCRlPTORS - ♦CAREER EDUCATION; 
♦CURRICULUM GUIDES; ♦JUNIoR HIGH 
SCHOOLS; ♦OCCUPATIONAL INFORMATIONS 
♦PROGRAM descriptions; BUSINESS 
EDUCATIONS FAMILY LIFE EDUCATION; 
INDUSTRIAL ARTS; SECONDARY GRADES 
IDENTIFIERS - ♦TULSA PUBLIC ^ 
SCHOOI^S; CAREER EXPLORATION 

ABSTRACT - THIS GUIDE IS DESIGNED 
FOR TEACHERS OF THE JUNIOR HI,GH 
SCHOOL GRADES TO USE IN INTEGRATING 
CAREER gDUCATION CONCEPTS OF CAREER 
CLUSTERS INTO THE^TULSA CITY 
/ SCHOOLS. CLASSES OF INDUSTRIAL 
^ ARTS, BUSINESS EDUCATION, AND . 
FAMILY LIFE ARE USED AS THE 
VEHICLES IN IMPLEMENTING THE 
PROGRAM. PART 1 INTRODUCES PATTERNS 
OF EMPLOYMENT, THE MAJOR 
OCClfAnONAL AREAS, AND INFORMATION 
AND REQUIREMENTS FOR ADMISSION INTO 
OCCip/CtlONAL TRAINING PROGRAMS. 
PXkt 11 ANALYZES THE MAJOR 
OCCUPATIONS TO PRESENT THE 
OCCUPATIONAL CLUSTERS USEFUL IN AN 
EXPLORATION OF CAREER 
POSSIBILITIES. (MU) 

VT 100 450 

DIVBtSIFIED OCCUPATIONS 
COORDINATOR'S HANDBOOK. 

SOUTH CAROLINA STATE DEPT. OF 
EDUCATION, COLUMBIA. OFFICE OF 
VOCATIONAL EDUCATION.; CLEMSON 
UNIV., S.C. VOCATIONAL EDUCATION 
MEDIA CENTER. 
,^vMF AVAILABLE IN VT-ERIC SET. 
PUB DATE - 73 TOP. 

DESCRIPTORS - ♦ADMINISTRATOR 
GUIDES; ♦ADMINISTRATOR ROLE ; . 
♦COORDINATORS; ♦PROGRAM GUIDES; 
♦WORK EXPERIENCE PROGRAMS; 
VOCATIONAL DEVELOPMENT; WORK STUDY 
PROGRAMS 

IDENTIFIERS - ♦SOUTH CAROLINA 

ABSTRACT - THIS PROGRAM GUIDE FOR 
ADMINISTRATORS AND COORDINATORS IN 
THE SECONDARY SCHOOLS OF SOUTH . 
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CAROLINA 
ESTABLISH OR 



IS DESIGNED TO HI 



IMPROVE DIVEMFIED 



fepCCUPATIONS PROGRAM* IN TH^SE 
^ROCRAMS, STUDENTS IN REGULAR HIGH 
SCHOOLS RECEIVE ON-THE-JOB TRAINING 
UNDER SCHOOL SUPERVISION IN LOCAL 
INDUSTRIAL OR BUSi^NESS 
ESTABLISHMENTS FOR A PART OF TH6 
DAY. GOALS* REQUIREMENTS* ROLES OF 
THE PARTICIPANTS, AND USE OF 
ADVISORY COMMITTEES ARE DiETAILED. 
THE FUNCTIONS OF THE COORDINATOR 
ARE RELATED TO THE ENROLLMENT OF 
STUDENTS, THEIR PLACEMENT, THE ' 
SELECTION OF TRAINING STATIONS, AND 
THE SUPERVISION AND EVALUATION OF 
THE STUDENT ON THE JOB. PUBLl'C 
RELATIONS, LEGAL REQUIREMENTS IN 
THE STATE, THE SCHOOL RECORDS ANB 
REPORTS NEEDED BY'THE SCHOOL SYSTEM 
ARE DESCRIBED. AN APPENDIX SUPPLIES 
REFERENCE MATERIALS FOR THE 
ADMINISTRATOR AND THE tOORDINATOR. 
IMUI 



VT lOO A51 

CURRICULUM GUIDE 
OCCUPATIONS. 



FOR OFFICE 



SOUTH CAROLINA STATE DEPT. OF 
EDUCATION, COLUMBIA. OFFICE OF 
VOCATIONAL EDUCATION.; CCeHSON 
UNIV., S.C. VOCATIONAL EDUCATION 
MEDIA CENTER. 

MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - 73 88P. 

DESeRlPTORS - *BUSINESS EDUCATION; 
♦BUSINESS SUBJECTS: ^OFFICE 
OCCUPATIONS EDUCATION; ♦STATE 
CURRICULUM GUIDES; ^TEACHING 
GUIDES: COURSE CONTENT; SECONDARY 
GRADES 

IDENTIFIERS* - *SOUTH CAROLINA 



ABSTRACT - THIS STATE CURRICULUM 
GUIDE PROVIDES ALL SOUTH CAROLINA 
BUSINESS TEACHERS WITH A REFERENCE 
BOOK OF SUBJECT AR^A GUIDELINES FOR 
OFFICE OCCUPATIONS. FOR EACH 
SUBJECT AREA, AN- INTRODUCTION AND A 
SET OF STUDENT OBJECTIVES ARE 
GIVEN, THE COURSE CONTENT IS 
OUTLINEO, AND SUGGESTED EVALUATIONS 
ARE OFFERED. UNITS ARE INCLUDED FOR 
THE FOLLOWING. SUBJECT AREAS: fl) 
BOOKKEEPING, (2) BUSINESS 
"rr"!INI CATIONS, I3» BUSINESS LAW, 
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(4) BUSINESS MATHEMATICSf fS) DATA 
PROCESSING, 161 INTRODUCTION TO 
' BUSINESSf (7) KEYPUNCH TRAINING, 
(6) OFFICE MACHINES, (9) OFFICE 
PRACTICE, 110) RECORD KEEPINGt fill 
SHORTHAND, AND 112) TYPEWRITING. 
(MU) I 

VT 100 455 / 
SOLOMITA, ARMAND R./ . 
SUBJECT-RELATEO OCCUPATIONS, GRADES 
7-9. 

SOUTHINGTON PUBLIC SCHOOLS, COI^N. 
MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - 73 33P. 

DESCRIPTORS - ♦CAREER EDUCATIONS 
♦CLASS ACTIVITIES; ♦INTEGRATED 
CURRICULUM; ♦LEARNING ACTIVITIES; 
^ ♦MANUALS 

IDENTIFIERS - ♦SOUTHINGTON PUBLIC 
SCHOOLS 

ABSTRACT - THIS MANUAL IS DESIGNED 
TO ASSIST THE JUNIOR HIGH SCHOOL 
TEACHERS IN THE SOUTHINGTON SCHOOLS 
IN INTRODUCING CAREER EDUCATION 
CONCEPTS INTO THE CURRICULUM. 
SEVERAL CLASSROOM ACTIVITIES ARE 
PROVIDED FOR EACH OF THE FOLLOWING 
CLASSES: MATHEMATICS, ENGLISH, 
SCIENCE, LANGUAGES, SOCIAL STUDIES, 
BUSINESS, HOME ECONOMICS, ART, 
PHYSICAL EDUCATION, AND INDUSTRIAL 
. ARTS. IMU) 

« 

VT 100 462 
GOATES, WAYNE A. 
DIRECTORY OF BUSINESS AND 
INDUSTRIAL ORIENTATION 
SITES/CONSULTANTS. ^ 

UTAH STATE BOARD OF EDUCATION, SALT 

AKE CITY. 
MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - JUL 72 53P. t 

DESCRIPTORS - ♦COMMUNITY 
COOPERATION; ♦COMMUNITY RESOURCES; 
♦COMMUNITY SURVEYS; ♦INDUSTRY; 
♦SCHOOL INDUSTRY RELATIONSHIP; 
COMMUNITY INVOLVEMENT; VOCATIONAL 
EDUCATION 

IDENTIFIERS - ♦UTAH 



ABSTRACT - THE PURPOSE OF T 
DIRECTORY IS TO PROVIDE C 
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AND TEACHERS WITH A LIST OP 
EMPLOYERS MITH^N THE STATE O^^TAH, 
IN VARIOUS REPRESENTATIVE / 
OCCUPATIONSt WHO HAVE AGREED TO 
MAKE AVAILA^E TIMES WHEN STUDENTS 
MAY VISIT T>IE1R PLACES. OF 
EMPLOYMENT FOR AN ON-THE-JOB 
ORIENTATION, OR WHO ARE WILLING TO 
SEND REPRESENTATIVES INTa THE 
PUOLIC SCHOOLS FOR SUCH ORIENTATfdW 
PURPOSES'. CONTENTS ARE PRESENTED ON 
A CONTINUOUS CHART SO THAT WITH 
EACH COMPANY LISTED, THE READER CAT^ 
CHECK THE FACTORS. THAT APPLY FROM 
THE FOLLOWING THAT ARE LISTED: (1) 
VISITS OF STUDENTS, (2) NUMBER OF 
VISITORS AT ONE TIME, (3) FREQUENCY 
OF VISITS, (4) TIME REQUIRED TO 
TOUR OPERATIONS, (5) WILL'SEND 
REPRESENTATIVES TO SCHOOL, (6) 
EXPENSE TQ SCHOOL, 17) HIRE HIGH 
SCHOOL STUDENTS PART TIME', (8) HIRE 
KIGH SCHOOL STUDENTS UPON 
GRADUATION, 19) MINIMUM HIRING AGE, 
AND 110) LEVEL OF POST HIGH SCHOOL 
TRAINING REQUIRED. OVER 15Q FIRMS 
ARE LISTED INCLUDING THOSE FROM 
MINING, CONSTRUCTION, 
NAN.UFACTURING, TRANSPORI^ATION , 
COMMUNICATION, UTILITIES, WHOLESALE 
AND RETAIL TRADE, FINANCE, 
INSURlikNCE, REAL ^ESTATE, AND 
GOVERNMENT. (AUTHOR/MUl. 

VT 100 465 

LEE, JASPER S.^ COMP. 

SOUTH CAROLINA CAREER EDUCATION 

CURRICULUM MATERIALS. 

MISSISSIPPI STATE UNIV., STATE 
COLLEGE. CURRICULUM COORDINATING' 
UNIT.; MISSISSIPPI STATE DEPT. OF 
EDUCATION, JACKSON. DIV. OF 
VOCATIONAL AND TECHNICAL EDUCATION. 
MF AVAILABLE IN VT-ERIC SET.. 
PUB DATE - 73 39P. - 

DESCRIPTORS - *ANNOTATED * 
BIBLIOGRAPHIES: ^CAREER EDUCATION; 
♦CURRICULUM RESEARpHt ^EDUCATIONAL 
RESEARCH; ♦RESOURCE MATERIALS; 
CURRICULUM 

IDENTIFIERS - *SOUTH CAROLINA 

ABSTRACT - THIS BIBLIOGRAPHY OF 
CAREER EDUCATION RESOURCES CONTAINS 
INFORMATION SUBMITTED FROM SOUTH 
'•*Oj"'.lNA TO THE MISSISSIPPI 

ERIC 
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feTS^RCH AND CURRICULUM.-UNIT. THE 
59 'HTLfS ARE ORGANIZED AS CAREER 
EXPLORATION AND PREPARATION, ^ 
AGRICULTURE, BUSINESS t DISTRIBUTIV^P 
EDUCATION, HONe ECONOMICS, SPECIAL ' 
EDUCATION AND TRADE AND INDUSTRIAL . 
EDUCATION. DATA ON THE ENTRIES 
INCLUOr TITLE* DISCIPLINE, TYPE OF 
MATERIAL* GRADE LEVEL v CAREER 
LEVEL, INTENDED USERT, GENERAL 
DESCRIPTION OF SUBJECT NATTERf 
AUTHOR! S), PUBLISHER, DATE OF ^ 
PUBLICATION, PAGE NUMBERS COST, 
AVAILABILITY, NAME OF INDIVIDUAL 
SUBftlTTING DOCUMENT, AND STATE. 
(MU> , 

VT 100 466 
JAMESON, ANNE H* « 

THE TEN-KEY ADDING. MACHINE. STUDCNlr 
MANUAL. 

SOliTH CAROLINA STATE. DEPT. OF * 
EDUCATION, COLUMBIA, OFf-ICE QF 
VOCATIONAL EDUCATION.; CLEMSON 
UNIV., S.C. VOCATIONAL ^UC AT ION 
MEDIA CENTER. 

MF AVAILABLE IJ^VT-ERIC SET. 
PUB OAT^"^ 73 31P. ' 



DESCRIPTORS - ^BUSINESS SKILLSf 
♦OFFICE MACHINES: •OFFICE 
OCCUPATIONS EIUCATIQn; *OFFICE 
PRACTICE i ♦STUDY GUIDES; SKILL 
DEVELtt|ENT 

IDE^TIWerS - ♦TEN KEY ADDING 
MACHINES 



ABSTRACT - THIRTEEN LESSONS IN THIS 
MANUAL CONTAIN OBJECTIVES AND 
LEARNING ACTIVITIES INVOLVED IN 
GAINING SKILL oM THE TEN-KEY ADDING 
MACHINE. THE STUDENT IS LED IN A 
STEP-BY STEP APPROACH IN LEARNING 
TO USE, THE VARIOUS KEYS ON THE 
MACHINE WITH SPEED AND ACCURACY. 
ADDITION, SUBTRACTION, 
MULTIPLICATION, AND DIVISION ARE 
PRACTICED WITH STRESS ON GOOD WOR 
HABITS AS SKILL IS GAINED. THE 
TEACHER'S MANUAL IS AVAILABLE AS V 
100 469, (MU) 

4 

VT lOD 467 
JAMESON, ANNE H* 

THE FULL-KEYBOARD ADDING MACHINE. 
STUDENT MANUAL. 
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SOUTH CAROLINA STATE DCPT. OF 
^EOUCATlOfit COLUMBIA, OFFICE OF 
'vocational EDUCATION.; CLEHSON 

UNIV.f S.C. VOCATIOMAL EDUCATION* 

HEOIA CENTER. 

HF AVAILABLE IN VT-ERIC SET. 
PUB DATE - 73 5P. 
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DESCRIPTORS - ♦BUSINESS SKlLLSj 
•OFFICE MACHINES; •OFFICE 

OCCUPATIONS Education; «ofkice 

'PRACTICE -> ■ * « 

identifiers - ♦full KEYBOARtftAODING 
MACHINES 

v>- • . _ 
ABSTRACT - FINGERING TECHNIQUES ARE 
ILLUSTRATED BY LINE DRAWINGS* 
iDI^CUSS^O' IN NARRATIVE DESCRIPTION* 

DENONSTRATED THROUGH A SERIES 
(if"l>ROBLEMS IN THIS STUDY GAIIDE. * 
r PRdCEOURES^TO COVER VARIOUS^ 
CONTINGENCIES THAT MAY BE KET IN\ 
USING THE F^L KEYBOARD ADDING , 
MACHINE ARE DEFINED AND 
ILLUSTRATED. A TEACHER'S MANUAL . 
RELATED TO THIS STUOV GUIDE IS 
AVAILABLE AS VT 100 46B. (MUjI 

VT 100 46B 

JAMESON. ANNE H. 

THE FULI;~KEYBOARD ADDING MACHINE. 
TEACHEfi'S MANUAL. 

SOUTH CAROLINA STATE DEPT. OF 
EDUCATION* COLUMBIA. OFFICE OF 
VOCATIONAL EDUCATION.; CLEMSON 
UNIV.f S.C. VOCATIpAL EDUCATION 
MEDIA CENTER. 

MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - 73 5P. 

OESCRfPTORS - ♦ANSWER KEYS; 
♦BUSINESS SKILLS; ♦OFFICE MACHINES; 
♦OFFICE OCCUPATIONS EDUCATION 
IDENTIFIERS - ♦FULL KEYBOARD ADDING 
MACHINES 

ABSTRACT - ANSWERS TO THE PROBLEMS 
CONTAINED IN THE STUDENT'S MANUAL 
FOR THE FULL KEYBOARD ADDING 
MACHINE*^ ARE GIVEN IN THIS TEACHER'S 
MANUAL. THE TEN-KEY MACHINE 
TEACHER'S MANUAL MAY BE USED FOR 
INSTRUCTION OF THE FULL KEYBOARD 
MACHINE* THIS ANSWER KEY APPLIES TO 
THE KiLATED DOCUMENT A STUDENT'S 
"";:"IL. AVAILABLE AS VT 100 467 AND 
ERXC>TU0ENT«S and TEACHER'S MANUALS 



FOR THE -TEN-KEY MACHINE ARE 
AVAILABLE- AS VT 100 466 AND VT 100 
469 RESPECTIVELY. (MU> 

VT 100 469 
JAMESON* ANNE H. 
THE TEN-KEY ADDING MACHINE. 
TEACHER'S MANUAL. . 
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SOUTH CAROLINA STATE DEPT.* OF . 
EDUCATION* COLUMBIA. OFFICE OF 
VOCATIONAL EDUCATION.; CLEMSON 
UNIV.* S.C. VOCATIONAL EDUCATION 
MEDIA CENTER. 

'>f AVAILABLf IN VT-ERIC SET. 
PUB DATE^ r - 73 16 P. 

DESCRIPTORS - ♦ANSWER KfefS; 
♦BUSINESS SKILUt ^OFFICE 
OCCUPATIONS^, EpUCATION; .♦OFFICE 
MACHINES; ||Aln)ALS; TESTS ^ 
I,DENriFIERS^^ ♦TEN KEY AOOING 
.MACHINES A 

ABSTRACT - ANSWERS FORjjKL PROBLEMS 
IN THE -13 LESSONS OF T^HfUOENT'S 
MANUAL ARE GIVEN IN THI MteHER'S 
MANUAL. AN INTRODUCTION FRWIOES 
SUGGESTED PRELIMINARY ACTIVITIES 
FOR THE TEACHER* SUGGESTED 
SUPPLIES* MATERIALS* AND EQUIPMENT* 
OBJECTIVES* *ANO FOLLOWUP FOR .THE 
LESSONS. THiE STUDENT'S MANUAL IS 
AVAILABLE AS VT 100 466. (MU) 



VT 100 477 , 
OCCUPATIONAL WORK EXPERIENCE. 
STUDENT HANDBOOKS AND 1 
INSTRUCTOR'S MANUAL). 
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OHIO STATE DEPT. OF EDUCATION* 
COLUMBUS. TRADE AND INDUSTRIAL 
EDUCATION SERVICE. 
MF AVAILABLE IN VT-Er1,C SET. 
INSTRUCTIONAL MATERIALS LABORATORY* 
THE OHIO STATE UNIVERSITY* 1885 
NEIL AVENUE, COLUMBUS* OHIO 43210 
i STUDENT HANOHOOKS $8.00; 
INSTRUCTORS MANUAL $4.00). 
PUB DATE - 73 509P. 

DESCRIPTORS - ♦HIGH SCHOOL . 
STUDENTS; ♦STUDY GUIDES; ♦TEACHING 
GUIDES: ♦VOCATIONAL ADJUSTMENT; 
♦WORK EXPERIENCE PROGRAMS; 
EMPLOYMENT EXPERIENCE: WORK 
ATTITUDES 
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ABSTRACT - THIS S^T OF MANUALS 
SUPPLIES A TEACHING GUIDE FOR THE 
INSTRUCTOR AND 26 STUDY GUIDES FOR 
THE HIGH SCHOOL STUDENT ENROLLED IN 
A WORK EXPERIENCE PROGRAM. THE 
TEACHING GUIDE GIVES THE INSTRUCTOR 
A RATIONALE FOR EACH UNIT OF 
INSTRUCTION^ SUGGESTED CLASSROOM 
ACTIVITIESf AND CHALK BOARD USES 
KEYED TO EACH STUDY UNIT. THE 26 
STUDY GUIDES INCLUDE SUCH TITLES 
as: 11) ORIENTATION* 12) SAFETY* 
(3) WHY STAY IN SCHOOL* (4) HOW TO 
STUDY* 15) HOW TO APPLY FOR AND GET 
A JOB* 16) PERSONAL BUDGETING* (7) 
SOCIAL SECURITY* (8) WHAT THE 
EMPLOYER WANT^il AND 19) LABOR LAWS. 
IMU) < 

VT 100 478 

CAREER EDUCATION LESSONS: 
MISCELLANEOUS MINIHINITS FOR GRADES 
K-6 DEVELOPED DURING 1972-73 SCHOOL 
YEAR. 

WATERTOWN INDEPENDENT SCHOOL 
DISTRICT 1* S. DAK. 
MF AVAILABLE IN VT-ER IC SET. 
PUB DATE - 73 17P. 

DESCRIPTORS - *CAREER EDUCATION; 
♦CAREER LADDERS; ♦CAREER PLANNING; 
♦LESSON PLANS; ^TEACHING GUIDES; 
ELEMENT|k|l> GRADES; UNITS OF STUDY 
(SUBJECT FIELDS) 

ABSTRACT - THIS INSTRUCTIONAL GUIDE 
WAS DESIGNED FOR USE IN THE CAREER 
EDUCATION PROGRAM FOR GRADES K-6. • 
CONTAINED ARE MINI-UNITS ON THE 
FOLLOWING OCCUPATIONAL CLUSTERS: 
(|) CONSUMER AND HOMEMAKER* 12) 
FINANCIAL AND BUSINESS SERVICES* 
(3) AGRIBUSINESSt AND (4) NEWSPAPER 
EDITING. (SN) 




VT 100 482 

GREEN* KATHERINE S. * ANOTNlTHERS 
HANDBOOK FOR VOCATIONAL TEACHER- 
COORDINATORS OF BUSINESS AND OFFICE 
EDUCATION* 

MISSISSIPPI STATE UNIV.* STATE 
COLLEGE. CURRICULUM COORDINATING 
UNIT* 

MISSISSIPPI STATE DEPT* OF 
EDUCATION* JACKSON. DIV. OF 
VOCATIONAL AND TECHNICAL EDUCATION. 



MF AVAILABLE IN VT-ERIC SET. 
BUS*OFF-PUB-2000 
PUB DATE - 72 ^31P. 

DESCRIPTORS - ♦BUSINESS EDUCATION;' 
♦COOPERATIVE EDUCATION; ♦OFFICE 
OCCUPATIONS EDUCATION; ♦PROGRAM 
GUIDES; ♦VOCATIONAL EDUCATION; 
ADULT EDUCATION; OFFICE OCCUPATIONS 
IDENTIFIERS - ♦MISSISSIPPI * 

ABSTRACT - THIS PROGRAM GUIDE FOR 
COOPERATIVE VOCATIONAL EDUCATION IN 
OFFICE OCCUPATIONS DESCRIBES THE 
REQUIREMENTS OF THE COORDINATOR* 
INSTRUCTOR* STUDENTt AND EMPLOYER 
FOR PARTmPATION IN A MISSISSIPPI 
PROGRAM* EQUIPMENT^MD PROGRAM 
OFFERED BY THE SCHm.t EDUCATION 
^'ND EXPERIENCE OF THE COORDINATOR* 
PREREQUISITES TO BE MET BY THE 
STUDENT FOR ENROLLMENT "AND 
AGREEMENTS BY THE EMPLOYER ARE 
DEFINED. A SPECIAL PROGRAM FOR 
INTENSIVE STUDY USING SIMULATION 
WITH BLOCK SCHEDULING TO PROVIDE AN 
OFFICE-LIKE ATMOSPHERE WHEN 
COOPERATIVE EDUCATION IS NOT 
FEA SABLE IS DESCRIBED SNOWING THE 
PREREQUISITES OF ALL PARTICIPANTS 
AND THE PROGRAM REQUIREMENTS. MANY 
SAMPLE FORMS ARE INCLUbED FOR THE 
PROGRAM* THE INSTRUCTOR t THE 
STUDENT* AND THE EMPLOYER. A 
PROGRAM FOR ADULT EDUCATION IS 
DEFINED FOR USE IN THE STATE. 
GENERAL INFORMATION* MINIMUM OFFICE 
STANDARDS* FREE TEACHING AIDS* - 
EVALUATION DATA* CALENDAR OF 
EVENTS* AND A LI ST OF SHORTENED JOB 
DESCRIPTIONS ARE INCLUDED. (MU) 

VT 100 484 

WATKINS* DAISY 
BOOKKEEPING I: STARTING A " 
BOOKKEEPING SYSTEM. LEARNING 
ACTIVITY PACKAGE. 

NINETY SIX tflGlf SCHOOL* S.C. 
MF AVAILABLE IN VT-ERIC. SET* 
LAP-1 

PUB DATE - ND 18P. 

DESCRIPTORS - ♦BOOKKEEPING; 
♦BUSINESS EDUCATION; ♦PROGRAMED 
UNITS; ♦STUDY GUIDES'; UNITS OF 
STUDY (SUBJECT FIELDS) 
IDENTIFIERS - ♦LEARNING ACTIVITY 
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PACKAGES LAP , 

AftSIRACT^ THIS PROGRAMED tSilT OF 
STUdYf KEYED TO 20TH CENTURY 
BOOKKEEPING AND ACCOUNTING 
TEXTBOOKf IS FOR THE BEGINNER IN 
THE FIELD. IT COVERS THE ACTIVITIES 
IN CONNECTION WITH RECORDING AND 
POSTING THE OPENING ENTRIES OF A 
SMAU BUSINCSS. A LIST OF RESOURCES 
BEHAVIORAL OBJECTIVES AND A SELF- 
EVALUATING TEST ARE INCLUDED. IHU) 

VT 100 4B5 
WATKINSf DAISY 

BOOKKEEPING IS BOOKKEEPING CYCLE. 
LEARNING ACTIVITY PACKAGE. 



kfiA 



NINETY 
HF AVA 
LAP-2 

PUB DATE - 



X HIGH 
ABLE IN 



SCHOOLf 
VT-ERIC 



S.C 

SET. 



ND 



16P» 



DESCRIPTORS - ♦BOOKKEEPING; 
♦BUSINESS EDUCATION; ♦PR06RAH|p 
UNITS: *RECOROKEEPING; *STUDY 
GUIDES; UNITS OF STUDY {SUBJECT 
FIELDS) 

IDENTIFIERS - »LEARNING ACTIV^Y 
PACKAGE: LAP 

ABSTRACT - THIS PROGRAMED UNIT OF 
STUDY, KEYED TO 20TH CENTURY 

BOOKKEEPING AND ACCOUNT^IlilG 
EXTBOOK, IS FOR THE BEGINNER IN 
THE FIELD. IT COVERS THE ACTIVITIES 
IN CONNECTION WITH RECORDING AND 
POSTING ENTRIES FOR A GENERAL 
JOURNAL, STRIKING A TRIAL BALANCE, 
AND CORRECTING ERRORS IN A TRIAL 
BALANCE. BEHAVIORAL OBJECTIVES, 
RESOURCES, AND A SELF-€ VALUAT ING 
TEST ARE INCLUDED* IMU) 

VT 100 486 
WATKINS, DAISY 

BOOKKEEPING I: SPECIAL JOURNALS AND 
SUBSIOIARY LEDGERS. LEARNING 
ACTIVITY PACKAGE. 



filNEiy SIX HIGH 
MiMLABLE IN 

lIP-3 

PUB DATE - ND 



SCHOOL, 
VT-ERIC 



S.C. 

SET. 



27P. 



DESCRIPTORS - *BbWKEEPING; 
♦BUSINESS EDUCATION; ♦PROGRAMED 
iiWTTS; ♦RECORDKEEPING: ♦STUDY 

ERiC 



GUIDES ;UNLTS_DF STUDY (SUBJECT 
FIELDS! « 

IDENTIFIERS - ♦LEARNING ACTIVITY 
PACKAGE; LAP 

ABSTRACT - THIS PROGRAMED UN|T OF 
STUDY, KEYED TO 2 OTH CENTURY 
BOOKKEEPING AND ACCOUNTING TEXTBOOK 
IS FOR THE BEGINNER IN THE FIELD. . 
IT COVERS THE ACTIVITIES IN 
CONNECTION WIT# RECORDING 
PURCHASES, CASH PAYNENTS, SALES, 
AND THE CHECKING ACCOUNT AND 
RECONCILIATION OP BANK STATEMENTS. 
BEHAVIORAL OBJECTIVES, RESOURCES, 
AND A SELF-EVALUATING TEST ARE 
ir^LUDED. CMU> 

VT 100 487 

WATKINS, DAISY 

BOOKKEEPING I: FINANCIAL REPORTS. 
LEARNING ACTIVITY PACKAGE. 

NINETY SIX HIGH SCHOOL, S .C • 
NF AVAILABLE IN VT-ERIC SET.^ 
LAP-4 IP ^ . 

PUB DATE - NO 19P. ' 

DESCRIPTORS - ♦BOOKKEEPING; ^ 
♦BUSINESS EDUCATION; ♦PROGRAMED 

UNITS; ♦recordkeeping; ♦study 

GUIDES; UfcHTS OF STUDY (SUBJECT 
FIELDS) 

IDENTIFIERS - ♦LEARNING ACTIVITY 
PACKAGE; LAP 

ABSTRACT - THIS PROGRAMED UNIT OF i 
STUDV, KEYED, TO 20TH CENTURY 
BOOKKEEPING AND ACCOUNTING 
TEXTBOOK, IS FOR THE BEGINNER IN 
THE FIELD. IT COVERS THE ACTIVITIES 
IN CONNECTION WITH REVIEWING THE 
WORK SHEET, PROFIT AND LOSS 
STATEMENT, BALANCE SHEET, THE 
CAPITAL STATEMENT, ADJUSTING AND 
CLOSING ENTRIES, AND THE POST- 
CLOSING TRIAL BALANCE. BEHAVIORAL 
OBJECTIVES, RESOURCES, AND A SELF- 
EVALUATING TEST ARE INCLUDED. (MUl 

VT lOO 4^88 
WATKINS, DAISY 

BOOKKEEPING Is SPENCER ATHLETIC 
GOODS. LEARNING ACTIVITY PACKAGE. 

NINETY SIX HIGH SCHOOL, S.C. 
MF AVAILABLE IN VT-ERIC SET. 
LAP-5 
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PUB DATE - 



ND 



9P. 



DESCRIPTORS - ♦BOOKKEEPING; 
* BUSINESS EDUCATION; 4iPR0GRAMeD 
UNITS; *RECORDKEEPING; *STUmr 
GUIDES; UNITS OF STUDY CSUfeJECT 
FIELDS! 

IDENTIFIERS - ♦LEARNING ACTIVITY 
PACKAGE; LAP 

ABSTRACT - THIS PROGRAMED UNIT OF 
STUDYt KEYED TO 20TH CENTURY 
BOOKKEEPING AND ACCOUNTING 
TEXTBOOK, IS FOR THE BEGINNER IN 
THE FIELD. If COVERS THE ACTIVITIES 
IN CONNECTION WITH THE TRANSACTIONS 
OF A WHOLESALE ATHLETIC GOODS 
BUSINESS FOR A FISCAL PERIOD OF ONE 
HONTH* BEHAVIORAL OBJECTIVES, 
RESOURCES, AND A SELF-E VALUAT ING 
TEST ARE INCLUDED. (MU) 

VT 100 489 
WATKINS, DAISY 

BOOKKEEPING I: INTRODUCTION TO 
AUTOMATED DATA. LEARNING ACTIVITY 
PACKAGE. 



NINETY SIX HIGH 
MF AVAILABLE IN 
LAPr-« 

PUB DATE - ND 



SCHOOUf 
VT-ERIC 



S.C» 
SET. 



IIP. 



DESCRIPTORS - ♦BOCIKKEEPING; 
•BUSINESS EDUCATION; *DATA 
PROCESSING; ♦PROGRAMED UNITS; 
•STUDY GUIDES; UNITS OF STUDY 
I SUBJECT FIELDS) ^ 
M}ENTIFIERS - ♦LEARNING ACTIVITY 
PACKAGE: LAP 

ABSTRACT - THIS PROGRAMED UNIT OF 
STUDY, KEYED TO 20TH CENTURY 
BOOKKEEPING AND ACCOUNTING 
TEXTBOOK, IS FOR THE BEGINNER IN 
THE Fl€LD. IT COVERS ACTIVITIES IN 
CONNECTION WITH AUTOMATIC MACHINES, 
HIGH SPEED ELECTRONIC EQUIPMENT, 
AND PROCEDURES IN AUTOMATIC DATA 
PROCESSING* BEHAVIORAL OBJECTIVES, 
RESOCMCES, AND A SELF* EVALUATING 
TEST ARE li^LUDED* tMU) 

VT 100 490 
WATKINS, DAISY 

BOOKKEEPING I: COMBINATION JOURNAL. 
LEARNING ACTIVITY PACKAGE. 
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NINETY SIX HIGH 
MF AVAILABLE |N 
LAP -7 

PUB DATE - ND 



SCHOOL, S.C. 
VT-ERIC SET. 



17P< 



DESCRIPTORS - ♦BOOKKEEPING; 
♦ BI^SINESS EDUCATION; ♦PROGRAMED 
UNITS; ♦RECORDKEEPING; ♦STUDY / 
GUIDES; UNITS OF STUDY (SUBJECT 
FIELDS) 

IDENTIFIERS - ♦LEARNING ACTIVITY 
PACKAGE; LAP 

ABSTRACT - THIS PROGRAMED UNIT OF 
STUDY, KEYED TO 20TH CENTURY 
BOOKKEEPING AND ACCOUNTING 
TEXTBOOK, IS FOR THE BEGINNER IN 
THE FIELD. IT COVBIS THE ACTIVITIES 
IN CONNECTION WITH THE USE OF THE 
COMBINATION JOURNALt THE PETTY CASH 
FUND, HANDLING OF SALES RETURNS AND 
,CASH DISCOUNTS. BB1AVI0RAL 
OBJECTIVES, RESOURCES, AND A SELF- 
EVALUATION TEST ARE INCLUDED* (MUl 

VT 100 491 
WATKlNSt DAISY 

BOOKKEEPING I: CASH REGISTER 
600KEEPING SYSTEM* LEARNING 
ACTIVITY PACKAGE. 

NINETY SIX HIGH SCHOOL, S.C. 
HF AVAILABLE IN VT-ERIC SET. 

LAP-e V? 

PUB DATE - . ND 19P* ^ 
DESCRIPTORS - ♦BOOKKEEPING; 

♦BUSINESS education; ♦PROGRiAMED 

UNITS; ♦STUDY GUIDES; UNITS OF 
STUDY (SUBJECT FIELDS) 
IDENTIFIERS - ♦LEARNING ACTIVITY 
PACKAGE; LAP 

ABSTRACT - THIS PROGRAMED UNIT OF 
STUDY, KEYED TO 20TH CENTURY* 
BOOKKEEPING AND ACCOUNTING 
TEXTBOOK, IS FOR THE BEGINNER IN 
THE FIELD. IT COVERS THE ACTIVITIES 
IN CONNECTION WITH DEPREC lATIONt 
POST-DEPRECIATION EXPENSES, GAINS 
AND LOSSES ON FIXED ASSETS* 
BEHAVIORAL OBJECXIVES, RESOURCES* 
AND A SELF-EVALUATING TEST ARE 
INCLUDED. (MU) 

^VT 100 492 
WATKINS, DAISY 
BOOKKEEPING I: PRACTICE SET. 
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LEARNING ACTIVITY 1»ACKAGE . 

INETV*^ SIX HIGH SCHCOLt $«C. 
F AVAILABLE IN VT-ER IC SET, 
LAP-9 

PUB DATE - NO 13P. 



DESCRIPTORS. - •BOOKKEEPING; 
•BUSINESS EDUCATIONS «PROGRAHED 
UNITS t »STUDY GUIDES; UNITS OF 
STUDY IS\iBJECT FIELDS) 
IDENTIFIERS - ♦LEARNING ACTIVITY 
PACKAGES LAP 

ABSTRACT - THIS PROGRAMED UNIT OF 
STUDY f KEYED TO 20TH CENTURY 
BOOKKEEPING AND ACCOUNTING 
TEXTBOOK, IS FOR THE BEGINNER IN 
THE FIELD. IT COVERS ACTIVITIES IN 
CONNECTION WITH RECORDING SUCH 
TRANSACTIONS, FROM CASH REGISTER 
RECORDS AS ENTRIES INTO A 
COMBINATION JOURNAL t POSTING, 
PROVING* AND PHASES OF ACCOUNTING 
AT THE END IF THE FISCAL PERIOD. 
BEHAVIORAL OBJECTIVES, RESOURCES, 
A^ND A SELF-EVALUATING TEST ARE 
INCLUDED* <MU> 

VT 100 493 
WATKINS, DAISY 

BOOKKEEPING II: BOOKKEEPING CYCLE. 
LEARNING ACTIVITY PACKAGE. 

NINETY SIX HIGH SCHOOL, S.C. 
MF/ AVAILABLE IN VT-ERIC SET. 
LAP-IO 

PUB DATE - NO 14P. 

DESCRIPTORS - ♦BOOKKEEPING; 
♦BUSINESS EDUCATIONS ♦PROGRAMED 
UNITS; ♦STUDY GUIDES; UNITS OF 
STUDY f SUBJECT FIELDS) 
IDENTIFIERS - ♦LEARlfiNG ACTIVITY 
PACKAGE; LAP 

ABSTRACT - THIS PROGRAMED UNIT OF 
STUDY, KEYED TO 20TH CENTURY 
BOOKKEEPING AND ACCOUNTING 
TEXTBOOK, IS FOR THE BEGINNER IN 
THE FIEkD. IT COVERS ACTIVITIES IN 
CONNECTION WITH ANALYZING BUSINESS 
TRANSACTIONS INTO DEBIT AND CREDIT 
PARTS AND RECORDING THEM INTO A 
COMBINATION JOURNAL, PROVING CASH, 
MAKING A SCHEDULE OF ACCOUNTiS 
RECEIVABLE AND A SCHEDULE OF 
ACCOUNTS PAYABLE, AND STRIKING A 

ERIC. 
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TRIAL BALANCE. BEHAVIORAL 

OBJ ECTI VE S, f RESOURC ES , AND A $ELF?r 

EVALUATING TEST ARE INCLUDED. (NU) 

VT 100 49* 

WATKINS, DAISY 

BOOKKEEPING II: DEPARTMENTAL AND 
PAYROLL ACCOUNTING. LEARNING 
ACTIVITY PACKAGE. 



NINETY SIX HIGH SCHOOL, S.C. 
MF AVAILABLE. IN VT-ERlC SET. 
LAP-ll 

PUB DATE • NO 16P. 



DESCRIPTORS ~ ♦BOOKKEEPINGS 
♦BUSINESS EDUCATION; ♦PROGRAMED 
UNITSS ♦STUDY GUIDES; UNITS OF 
STUDY {SUBJECT FIELDS) 
IDENTIFIERS - ♦LEARNING ACTIVITY 

package; lap 

abstract - this programed unit of 
study, keyed to 20th century 
bookkeeping and accounting 

> TEXTBOOK, IS FOR THE BEGINNER IN . 
THE FIELD. IT CONCERNS THE 
ACTIVITIES IN CONNECTION WITH 
APPLYING BOOKKEEPING PROCEDURES TO 
A BUSINESS ORGANIZED ON A 
DEPARTMENTAL BASIS. BEHAVIORAL 
OBJECTIVES, RESOURCES, AND A SELF* 
EVALUATING "^ST ARE INCLUDED. (MU) 

VT 100 508 
GARRISON, DOROTHY D. 
DUPLICATING EQUIPMENT. TEACHER>S 

MANUAL. 

SOI|TH CAROLINA STATE DEPT. OF 
EDUCATION, COLUMBIA. OFFICE OF 
VOCATIONAL EDUCATION.; CLEMSON 
UNIV., SOUTH CAROLINA* VOCATIONAL 
EDUCATION MEDIA CENTER. 
MF AVAH.ABLE IN VT-ERIC SET. 
OFFICE OF VOCATIONAl. EDUCATION, 
OFFICE OCCUPATIONS SECTION, 
COLUMBIA, SC 29201 
PUB DATE - 72 14P. 

DESCRIPTORS - EBUSINESS IdUCATIONS , 
♦EQUIPMENT UTILIZATIONS ♦OFFICE 
MACHINES; ♦TEACHING* GUIDES; 
♦RE PROGRA PHY ; BUS INESS ;SK ILLS S 
EQUIPMENT MAINTENANCE 

ABSTRACT - THIS MANUAL WAS DESlGNJJt 
FOR USE BY BUSINESS EDUCATION 
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mCHERS FOR THE FACILITATION OF 
IlMSTIlUCTlQN IN THE AREA C>F BUSINESS 
MACHINE OPERATIONS. CONTAIN FD ARE 
iNiTRUCfiONAL GUIDES FOR THE 
TEAMING OP SKILLS IN TH^ USE OF 
TI#^^OLLOW;rNG PROCESSE^ll (1) THE 
Ft^IO i'FROCESSv 12) THE INK 
DUPLICATION PROCESS t AND (3) THE 
OFFSET PROCESS. AS A SUPPLEMENT TO 
TTHE INSTfUJCTIpNAL GUipfS. TWO . 
PRACTICE! PROBLEMS ARE INCLUDED. 
ISN) M ■/ 

VT IQO^^^l 
REENStjERNAt SMAflNEE R. 

transcribing: training techniques, 
teacher's manual and studtnt 

MANUAL. 

SOUTH CAROLINA STATE DEPT. OF 
EDUCATIONf COLUMBIA. OFFICE 
OCCUPATIONS SECTION.; CLEMSGN 
UNIVERSITYt SOUTH CAROLINA. 
VOCATIONAL EDUCATION MEDIA CENTER. 
MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - 71 29P. 

DESCRIPTORS - ^TEACHING GUIDES; 
•STRAINING TECHNIQUES; TEACHING 
PROCEDURES; BUSlNE'Sj^ SKILLS; 
♦OFFICE MACHINES; OFFICE PRACTICE; 
♦BUSINESS SUBJECTS; BUSINESS 
EDUCATION 

IDENTIFIERS - ♦TRANSCRIBING 

ABSTRACT - DEVELOPED TO ASSIST 
TEACHERS OF MACHINE TRANSCRIPTION 
CLASSESt THIS MANUAL CONTAINS 
INSTRUCTIONAL POINTERS AS WELL AS A 
COURSE RATIONALE* STUDENT 
PREREQUISITE REQUIREMENTS t AND 
ILLUSTRATIONS OF TRANSPARENCIES 
DEPICTING THE VARIOUS MACHINES TO 
BE USED IN THE COURSE.IN ADDITION, 
EVALUATIVE CRITERIA As WELL AS 
TRANSCRIPTION SUGGESTIONS AND A 
LIST OF MASTERY WORDS ARE PROVIDED, 
THE MACHINES TO BE UTILIZED 
INCLUDE: (I) THE CASSETTE TYPE UNIT 
RECORDER, 12) THE REEL TYPE UNIT 
RECORDER, (3) THE MINIATURE AND 
REGULAR CASSETTE TYPE UNIT, 14) THE 
BELT TYPE UNIT RECORDER- 
TRANSCRIBER, AND (5) THE DISPOSABLE 
BELT TYPE UNIT TRANSCRIBER. tSN) 
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STUDENT MANUAL. 

CIVIL SERVICE COMMISSION, 
WASHINGTON, D*C. 
MF AVAILABLE IN VT-ERiC SET. 
PUB DATE - ND TIP. - 

DESCRIPTORS - ♦PRACTlCUMSl 
♦GOVERNMENT EMPLOYEES; i^OFFICE 
OCCUPATIONS EDUCATION; ♦MANUALS; 
WORKSHOPS: WORK ATTITUDES 
IDENTIFIERS - ♦UNITED STATES CIVIL 
SERVICE COMMISSION v 

^ABSTRACT - TO AID THE CIVIL SERVICE 
OFF ICEu WORKER IN ASSUMING 
RESPONSIBILITIES, A 37OAY WORKSHOP 
WAS CONDUCTED TO ANALYZE THE DUTIES 
AND DIMENSIONS OF TODAY 'S OFFICE 
WORKER, EXCHANGE INFORMATtO>l«; t *^ - 
REINFORCE CONCEPTS, AND ST^MUUAT^ 
INTEREST IN STRIVING TOWARD)^' 
INCREASING OFFICE EFFIC lENCY dliNO 
JOB SATISFACTION. THE AGENDA'; ' 
INCLUDED THE FOLLOWING DIMENSIONS 
OF thought: (1) PERFORMANCE AND 
RESPONSIBILITY, 12) COMMUNICATIONS, 
(3) HUMAN RELATIONSr (4) APPLIED 
COMMUNICATIONS, AND 15) SUCCESS. 
THIS PARTICIPANT'S MANUAL USED IN, 
THE SESSIONS PRESENTS OUTLINES OF 
THE meetings; -FORMS NEEDED, AND THE 
GENERAL CONCEPTS DISCUSSED. IMU) 



VT 100 615 

IDLEMANt HILLIS K. 

COPING WITH THE PROBLEMS OF A 

TECHNOLOGICAL AGE. PART I AND II. 

NEWPYORK STATE DEPT. OF EDUCATIONf 

ALBANY. BUREAU OF SECONDARY 

CURRICULUM DEVELOPMENT. 

MF AVAILABLE IN VT-ERIC SET. 

THE UNIVERSITY OF THE STATE OF NEM 

YORK, THE STATE OEPT. OF EDUCATION* , 

BUREAU OF SECONDARY CURRICULUM 

DEVELOPMENT, ALBANY, NY 

PUB DATE - 73 49P. 

DESCRIPTORS - ♦CONSUMER EDUCATION; 

♦CONSERVATION EDUCATION; ♦ENERGY;* 

♦TECHNOLOGICAL ADVANCEMENT; 

SCHEDULE MODULES: ♦TEACHING 6UIDESfl|^ 

UNITS OF STUDY I SUBJECT FIELDS); 

SECONDARY GRADES; POST SECONDARY 

EDUCATION 

ABSTRACT - THIS 2-PART TEACHING 



BUSINESS AND OFf-lCE 

GUIDE CAN BE USED TO PROVIDE 
MODULES OF CONSUMER EOUCA-TION I N 
SUCH FIELDS AS SOCIAL STUDIES t 
BUSINESS t HONE ECONOMlCSt OR 
INDUSTRIAL ARTS IN SECONDARY AND 
FOSTSECONDARY CLASSES* PART I OP 
THE GUIDE DEALS WITH TECHNOLOGY AND 
#E ENERGY CRISIS. PART II 
CONTINUES WITH ENERGY SOURCES t 
POLLUTION t AND CONSERVATION. A 3- 
COLUMN TEACHING GUIDE OF 
UNDERSTANDING f SUGGESTED TEACHER 
AND PUPIL ACTIVITIESt AND SOURCE 
MATERIALS COVERS TOPICS CONCERNING 
SHORTAGES OF ENERGY SUPPLYt 
CONSUMER ROLES IN CONSERVATION* 
ECONOMICS OF A CHANGING TECHNOLOGY* 
AND THE COST/BENEFIT RATIO OF 
ENERGY UTILIZATION. (MU)^, 

VT 100 618 
STITTt THOMAS R. 
AN ANNOTATED^ BIBLIOGRAPHY ^0R> 
ENVIRONMENTAL EDUCATORS. ' / 

SOUTHERN ILLINOIS UNIV.» , 
CARBONDALE. DEPT. OF AGRICULTURAL 
INDUSTRIES. V 

ILLINOIS STATE BOARD OF VOCATIONAL 
EDUCATION AND REHABIL IT,AT ION* 
SPRINGFIELD. 

MF AVAILABLE IN VT-ERIC SET. 
SOUTHERN ILLINOIS UNIVERSITY, DEPT. 
OF AGRICULTURAL INDUSTRIES, 
CARBONDALE, ILL. . 
PUB DATE - 73 a3P. 

DESCRIPTORS - ♦BIBLIOGRAPHIES: 

♦RESOURCE materials; «a6ricul jural 

EDUCATION: «ENVIRONHENTAL 
EDUCATION J: OCCUPATIONAL CLUSTERS 

ABSTRACT - DESIGNED TO SERVE AS 
RESOURCE MATERIALS FOR VOCATIONAL 
TEACHERS WHO ARE TEACHING IN 
ENVIRONMENTAL AREAS, THIS 
BIBLIOGRAPHY. IS A COLLECTION OF 
BOOKS, ARTICLES, AND' OTHER 
PUBLICATIONS. IT IS PRESENTED 
ACCORDING TO THE FOLLOWING 
O^CUPATl^AL CLUSTERS: tl) APPLIED 
BIOLOGICAL AND AGRICULTURAL ' ' 
OCCUPATIONS, 12) BUSINESS, 
MARKETING AND MANAGEMENT, (3) 
HEALTH OCCUPATIONS, 14) INDUSTRIAL 
OCCUPATIONS, AND 15) PERSONAL AND 
PUBLIC SERVICE OCCUPATIONS. EACH OF 
"i^SE CLUSTERS IS THEN ORGANIZED 

ERIC ' ' 
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ACCORDING TO THE EPA DESIGNATED 
POLLUTION BRA CKtT St G BIER AL , AIR^ 
WATER, PUBLIC WATER SUPPLY, LAND 
POLLUTION AND REFUSE DISPOSAL, 
NOISE, AND ATOMIC RADIATION* 
C AUTHOR/MO) 

VT 100 619 . - 

STITT, THOMAS R. < 
AN ENVIRONMENTAL GLOSSARY FOR 
ENVIRONMENTAL EDUCATORS* 

SOUTHERN ILLINOIS UNIV., 
CARBONDALE. DEPT. OF AGRICULTURAL , 
INDUSTRIES. 

ILLINOIS STATE BOARD OF VOCATIONAL 
EDUCATION AND REHABILITATION^ 
SPRINGFIELD. * 
MF AVAILABLE IN VT-ERIC SET. 
DEPT. OF AGRICULTURAL INDUSTRIES, 
SOUTHERN ILLINOIS UNIVERSITY, 
CARBONDALE, ILL* 
PUB DATE - 73 30P. 

DESCRIPTORS - *ENVIRONMENTA L 
education; ♦VOCATIONAL EDUCATION; 
♦DEFINITIONS; ♦GLOSSARIES; 
♦VOCABULARY 

ABSTRACT - THIS LIST OF 367 
NUMBERED TERMS hAS BEEN COMPILED TO 
SERVE AS RESOURCE MATERIALS FOR 
VOCATIONAL EDUCATION TEACHERS WHO 
ARE TEACHING IN ENVIRONMENTAL 
AREAS. INCLUDED IN THE DOCUMENT IS 
A LIST OF OCCUPATIONAL 
DEFINITIONS. «MU) 

VT 100 620 

BUSINESS AND OFFICE OCCUPATIONS. 
MOE SIMULATION. STUDENT'S MANUAL. 



utah^State board FOR vocational 

EDUCATION, salt LAKE CITY. 

MF AVAILABLE IN VT-ERIC SET. 

STATE BOARD OF EDUCATION, 1670 

UNIVERSITY CLUB BLOG., SALT LAKE 

CITY, UTAH 84111 

PUB DATE - NO 155P. # 

DESCRIPTORS - ♦OFFICE OCCUPATIONS 
EDUCATION; ♦SIMULATION; ♦MANUALS? 
♦BUSINESS EDUCATION; ♦STUDY GUIDES 

ABSTRACT - THIS MANUAL PROVIDES THE 
STUDENT WITH INFORMATION CONCERNING 
THE ROLES FOR A SIMULATION PROGRAM . 
IN OFFICE OCCUPATIONS EDUCATION 
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INCLUDING THE RATIONALE FOR 
SINULATIONt THE BUS INESS FUNCTIONS 
. AND FROCESSES INVOLVEDf AND 
DESgilFTIONS OF THE POSITIONS TO BE 
FILLED DURING THE COURSE OF 
INSTRUCTION. COLOR-CODED TASK 
SHEETS AND PROCEDURES FOR EACH OF 
THE SEVEN POSITIONS ANa A MASTER 
CUSTONER LIST FOR A NQRTGsAGE LOAN 
COMPANY , PROVIDE THE SIMULATION 
EXERCISES. THE TEACHER'S MANUAL IS 
AVAILABLE' AS VT 100 621. fMU) 

VT 100 621 

BUSINESS AND OFFICE OCCUPATIONS. 
NOE SIMULATION. TEACHER'S MANUAL. 

UTAH STATE BOARD FOR VOCATIONAL 
EOUCATIONf SALT LAKE CITY. 
MF AVAILABLE IN VT-ERIC SET. 
•STATE BOARlf.OF EDUCATION, 1670 
UNIVERSITY CLUB 6LDG. • SALT LAKE 
CITY, UTAH B4111 
PUB DATE - NO 155P. 

DESCRIPTORS - ♦OFFICE OCCUPATIONS 
EDUCATION; •simulation; ♦BUSINESS 
EDUCATION; ^TEACHING GUIDES; 
♦SIMULATED ENVIRONMENT 

ABSTRACT - THIS TEACHING GUIDE FOR 
AN OFFICE SIMULATION CLASS PROVIDES 
THE INSTRUCTOR WITH OBJECTIVES, 
PROCEDURES, SCHEDULING, AND 
SIMULATED EXPERIENCES FOR 7 STUDENT 
OFFICE POSITIONS. THE 19 UNITS OF. 
STUDY TO BE COMPLETED IN CONNECTION 
WITH THE SIMULATION INCLUDE THE 
FOLLOWING: (1) BANKING, 12)* 
CORRESPONDENCE, 13) DICTATION AND 
TRANSCRIPTIONS, 14) BUSINESS 
MACHINES, 15) PERSONNEL EVALUATION, 
16) FILING, (7) JOB INTERVIEWING, 
16) PAYROLL, 19) PETTY CASH, AND 
110) TRAVEL PLANNING. METHODS OF' 
CONDUCTING THE SIMUUTION AND 
SEVERAL ROTATION PLANS ARE 
SUGGESTED AND MATERIALS NEEDED FOR 
STUDENTS AT EACH POSITION ARE 
LISTED FOR EACH PHASE OF THE 
OPERATION. A STUDENT MANUAL IS 
AVAILABLE AS VT 100 620. (MU) 

yr 100 622 

BUSINESS AND OFFICE OCCUPATIONS. 
CURttlCULUM GUIDE. TEACHER'S MANUAL. 
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EDUCATION, SALT LAKE CITY. 
MF AVAILABLE IN VT-ERIC SBJ. 
STATE BOARD OF EDUCATION, 1670 
UNIVERSITY CLUB BLDG*, SALT LAKE 
CITY, UTAH 84111 * 
PUB DATt - JUN73 43P. 

DESCRIPTORS - ♦STATE CURRICULU]^ 
GUIDES; ♦BUSINESS SUBJECTS; 
♦BUSINESS EDUCATIONS ^OFFICE 

OCCUPATIONS education; ♦courses; 

BUSINESS SKILLS 
identifiers - ♦UTAH 

ABSTRACT - THIS StATE CURRICULUM 
GUIDE OFFERS isUGGESTIQNS FOR UTAH 
VOCATIONAL TEACHERS IN BUSINESS 
EDUCATION TO HELP THEM TO BOTH 
MAINTAIN REALISTIC STANDARDS 
REFLECTING CONTEMPORARY BUSINESS 
PRACTICES AND MAKE USE OF THE MOST 
EFFECTIVE TEACHING METHODS. THE 
GUIDE REPWESENTS AN EFFORT TO 
PROMOTE ARTICULATION AND 
COMMUNICATION AM0N6 THE VARIOUS 
EDUCATIONAL SETTINGS IN THE STATE. 
SUGGESTED COURSES OF STUDY FOR THE 
JUNIOR HIGH SCHOOLS AND THE HIGH 
SCHOOLS AND A 4-YEAR RECOMMENDED 
CAREER ORIENTED CURRICULUM IN 
BUSINESS EDUCATION ARE OUTLINED. 
GENERAL RECOMMENDATIONS FOR THE 
FOLLOWING COURSES ARE MADEt (1) 
BASIC BUSINESS, 12) BOOKK^EEPING, 
13) BUSINESS COMMUNICATIONS AND 
BUSINESS LAW, (4) COOPERATIVE 
OFFICE EDUCATION, (5) DATA 
PROCESSING, (6) OFFICE MACHINES AND 
PROCEDURES, 17) PERSONAL FINANCE, 
(8) SHORTHAND AND TRANSCRIPTION, 
19) SIMULATION, AND (10) 
TYPEWRITING. (MU) 

VT 100 627 

ADMINISTRATORS GUIDE TO CAREER 
EDUCATION. ^ 

NORTH DAKOTA STATE BOARD FOR 
VOCATIONAL EDUCATION, BISMARCK. 
BUREAU OF ADULT, VOCATIONAL, AND 
TECHNICAL EDUCATION (DHEW/OE)., , 
WASHINGTON, D.C. 
MF AVAILABLE IN VT-ERIC SET. 
OEG-0-70-4752 ( 361 ) 
PUB DATE - 30AUG73 5lP. 

DESCRIPTORS - ♦CAREER EDUCATION; 
♦ADMINISTRATOR GUIDES: EDUCATIONAL 
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PROGRAMS;, fRROGRAM guides; 
ELEMENTARY EpUCATIONr SECONDARY , 
EDUCATION t ^PROGRAM DEVELOPMENT 

ABSTRACT -TO FAMILIARIZE 
ADMINISTRATORS Hllh THE CONCEPT OF 
CAREER EDUCATION AND TO PROVIDE 
SUGGESTIONS FOR THE PLANNING AND 
DEVELOMENT OF CAREER EDUCATION 
PROGRAMS IN THE LXAL SCHOOLS* THIS 
GUIDE OUTLINES A PRACTICAL STRATEGY 
f^OR GETTING CAREER EDUCATION 
ADOPTED AND IMPLEMENTED AT THE 
LOCAL LEVEL. DEFINITIONSt GENERAL 
GOALS t AND CHARACTERISTICS OF 
CAREER EDUCATION ARE STATED AM) THE 
ELEMENTS AND EXPECTED OUTCOMES OF A 
PROGRAM ARE DESCRIBED* STRATEGIES 
FOR INSERVICE TRAINING OF TEACHERS 
AND A GRADE -BY-GRADE LEVEL GUIDE TO 
THE PROGRAM OBJECTIVES ARE 
PROVIDED. A PLAN F0\ IMPLEMENTATION 
CONTAINS NATIONAL! STATEt AND LOCAL 
RESPONSIBILITIES AND NINE ACTION 
STEPS IN THE IMPLEMENTATION 
PROCESS. AN APPENDIX CONTAINS 
SAMPLE QUESTIONNAIRESff REFERENCES* 
AND A List OF SUPPLIERS OF CAREER 
EDUCATION MATERIALS. (HU) 

VT 100 629 

KEEP CAREERS 'IN MIND. MIDDLE SCHOOL 
CAREER EDUCATION. 

DEPENDENTS SCHOOLS (DOD)« 
WASHINGTON* fD.C. PACIFIC AREA. 
MF AVAILABLE IN VT-ERJC SET. 
PUB DATE - SEP73 295P. 

DESCRIPTORS - ♦CAREER EDUCATION; 
♦OCCUPATIONAL INFORMATION; 
♦INTEGRATED CURRICULUM; 
♦OCCUPATIONAL CLUSTERS; MANUALS 
IDENTIFIERS - ♦PACIRC AREA 
DEPARTMENT OF DEFENSE SCHOOLS 

ABSTRACT - THIS HANDBOOK* DESIGNED 
TO BE USED AS A FLEXIBLE TOOL W^HH 
SUGGESTED ACTIVITIES FOR ALL AREAS 
OF STUDY* IS INTENDED TO PROVIDE 
TEACHERS* AOVlINISTRf TORS* AfO 
SPECIALISTS IN THE PACIFIC AREA 
DEPARTMENT OF DEFENSE StHOOLS WITH 
A PRACTICAL PROGRAM CONCERNING 
CAREER EDUCATION. OBJECTIVES OF 
CAREER EDUCATION ARE STATED AND 
ILLUSTRATED IN THE OCCUPATIONAL 
CLjiSTER WHEEL. BOTH INTEGRATIVE AND 

ERIC 
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DISCRETE COURSES ARE^ INTENDED IN 
THE 15 OCCUPATIOtlAl CLUSTERS AS 
THEY ARE US ED IN" 12 0 1 SCI PL INES • ' 
IMPLEMENTATION ROLES AND 
RESPONSIBILITIES ARE OUTLtNEDt - 
TERTMS DEFINED* AND SPECIFIC 
DISCIPLINE ACTIVITIES/ INCLUDING 
THE USE OF FIELD T^|9S AND 
EDUCATIONAL GAMES* A^E DESCRIBB)^ 
tAUTHOR/MU) 

VT 100 639 

CAREER EDUCATION CAT^G* 

POTTAWATTAMIE'^XOUNTY ^CHOOL «YSTEMt 

COUNCIL BLUFFS* lOWA.L 

MF AVAILABLE tHi. VT-Ef^f C SET. 

PUB DATEo - "' MO , 32P» 

DESCRIPTORS • ♦CuAREER-'^^DUCATIONi 
*♦ IN STRUCT I ONA L llA T£ftr$. S I 
♦CATALOGS; BOOKS; F^LNIS; ELEMENTARY 
GRADES; SEC0NDAI^Y.GR)U>6S^. 
IDENTIFIERS - ♦^TTAWAJTAMI E COUNTY 
SCHOOL SYSTEM; IOWA ^, 

ABSTRACT THI$.*OOCUfcN"t CATALOGS 
MATERIALS PURC^AjSED BY THE 
POTTWATTMIE COUNTY SCHOOL SYSTEM'S 
CAREER EDUCATION PROJECT FOR USE tN 
GRADES K THROUON 12.^ NUTERIALS ARE 
CLASSIFIED AS RELATING TO 
OCCUPATIONAL AHA RENE jTjttR TO SELF 
AWARENESS AN& FURTHER SOSffiOUP ED AS 
SMALL MEDIA* i6MM FlllilS* AND BOOKS. 
OVER 400 ENTRIES A^ID A LISTING OF 
36 PROFESSIONAL ^OOKS ON CAREER 
EDUCATION A^ J^^UDEDA IMU) 




VT 100 678 

GERSHON* THEODORE J. 
A HANDBOOK FOR EMPLOYMENT 
ORIENTATION TEACHERS OF SPECIAL 
NEEDS STUDENTS. 

RUTGERS, THE STATE UNIV.* NEW 
BRUNSWICK* N.J. CURRICULUM LAB. 
NEW JERSEY STATE DEPT. OF 
EDUCATION* TRENTON. DIV. OF 
VOCATIONAL EDUCATION. 
MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - 0CT73 34P. 

DESCRIPTORS - ♦VOCATIONAL 
education; ♦SPECIAL EDUCATION; 
♦VOCATIONAL DEVELOPMENT; ♦PROGRAM 
DEVEL0PME)4T; MANUALS; ♦PROGRAM 
PLANNING 
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IDENTIFIERS - ♦NEW JEKSEY 

A BSTR ACT - THE_ PROGRAM. OF . 
EMPLOYMENT. ORIENTATIONUN NEW 
JERSEY FOR STUDENTS WHO\REQUI RE 
SPECIAL tOUCATlON IS OESpRIBEO. 
OBJECTIVES OF' THE PROGRAM, A' ^ 
CLA9SIFtCATlON OF THE VARIOUS 
.SPECIAL EDUCATION, STUDENTS, AND" 
^OPERATIONAL DEFINITIONS FOR THE* 
STATE INTRQPttCE THE MATERIAL* THE 
NATURE AND SPECIAL NEEDS OF 
HANDICAPPED STUDENTS ARE DISCUSSED 
AND PROBLEMS ASSOCIATED WITH 
TEACHING TtfE'HANDICAr^PED ARE 

considered'. career dbvelopment in 
the state begins with the 
technology for children program 
leading to the introduction to 
vocations program* a^third phase. is 
the employment orientation pr06rxm . 
of this handbook which strives for 
basic skills i^plicabi^e to many 
Ureas of employment rather than 
special job skills. in this effort/ 
eioth a simulated work program and 
one of basic skills training are - 
used. on the secondary level, 
vocational programs for special 
needs pupils include separate » 
curriculums, integrated 
curriculums, and a combination of 

EACH* (MUl 

VT 100 686 t 
PiESLAK, RAYMOND F. 
ABOUT BUSINESS. 



MARIE H. KATZENBACH SCHOOL FOR THE 
DEAF, WEST TRENTON, N.J. 
NEW JERSEY STATE DEPT. OF 
EDUCATION, TRENTON. DIV* OF 
VOCATIONAL EDUCATION. 
MF AVAILABLE IN VT-ERIC SET* 
NEW JERSEY VOCATIONAL TECHNICAL 
CURRICULUM LABORATORYt BLDG. 4102, 
KILMER CAMPUS, RUTGERS UNIV., NEW 
BRUNSWICK, N.J* O8903 
PUB DATE - JUN74 130P. 
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DESCRIPTORS - ♦STUDY GUIDES: 
INSTRUCTIONAL MATERIALS; MANUALS; 
♦BUSINESS: ♦BUSINESS • 
ADMINISTRATION; ♦AGRIBUSINESS; 
VOCATIONAL EDUCATION; BUSINESS 
.EOitATION; SECONDARY GRADES, POST 
SECONDARY EDUCATION; ♦BUSINESS 
RESPONSIBILITY 131 



ABSTR/tCT - THIS MANUAL WAS PREPARED 
FOR STUDENTS ENROLLED IN tHEMflEl* 
JERSEY BUSINESS-TRAINING CURRICUL 
AND IS INTENDED TO BE SIMPLISTIC IN 
FORMAT t BU?- COMPREHENSIVE IN ITS 
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ATTEMPT TO ORIENT STUDENTS TO fHE 
FIELD OF BUSINESS AS A SYSTEM. 
THUS, THE GUIDE SEEKS TO PROVIDE 
LEARNERS WITH SOME KNOMLE06E OF THE 
NATURE OF BUSINESS TRANSACHONS, 
HOW BUSINESS SERVES THE CONSUMER, 
HOW BUSINESS IS ORGANIZED AND 
MANAGED, AND THE KINDS OF WORKERS 
NEEDED IN THE fI^LD* THE NINr 
TOPICAL UNITS TO BE STUDIED 
INCLUDES (1) . INTRODUCnON TO 
BUSINESS, 12) THE BUSINESS WORLD 
AROUND YOU, 13) KINDS OF 
BUSINESSES, (4) SHOPPING IN YOUR 
COMMUNITY, 15) WHAT BUSINESSMEN DO* 
(6) THE VALUE OF BUSINESS TO THE 
n^OMMUNlTY', f?) OCCUPATIONS, IB) WHO 
OWNS BUSINESS, AND (9) IMPORTANT , 
FACTS ABOUT MONEY. (SN) 

VT 100 699 

OiPFICE AND BUSINESS OCCUPATIONS 
CLUSTER GUIDE. VOCATIONAL 
EDUCATION/SPECIAL EDUCATION 
PROJECT* 

CENTRAL MICHIGAN UNIV., MOUNT ^ 
PLEASANT. ^* 
OFFICE OF EDUCATION (DHEW), 
WASHINGTON, D.C.; MICHIGAN STATE 
DEPT. OF EDUCATION, LANSING* 
VOCATIONAL EDUCATION A.^ID CAREER 
DEVELOPMENT SERVICE* ^' 
DOCUMENT NOT AVAIUBLE IN VT-^RIC 
SET. 

PUB DATE - 73 118P* 

DESCRIPTORS - ♦TEACHING GIJIOES: 
♦VOCATIONAL EDUCATION; ♦EXCEPTIONAL 
STUDENTS; ♦INSTRUCTIONAL UNITS; 
♦OFFICE OCCUPATIONS EDUCATION; 
DISADVANTAGED GROUPS; TASK 
ANALYSIS; DATA SHEETS; STUDENT 
RECORDS; OFFICE OCCUPATIONS 

ABSTRACT - THIS TEACHING GUIDE IS 
ONE OF A SERIES FOCUSING UPON THE 
PREPARATION OF PERSONS WITH SPECIALi 
EDUCATIONAL NEEDS. A TASK ANALYSIS 
DEFINES COMMON CLUSTERS OF TASKS IN 
THE FIELD OF OM^ICE AND BUSINESS 
OCCUPATIONS WHICH INCLUDES THE 
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FOLLOWING SUBCLUSTERSt GENERAL 
fFICE CLERKS AND OFFICE MACHINE 
l>eRA TOR S . E ACM SUBCL US TE R PR E S ENTS 
A NUNBER OF TASKS f AND AN 
INSTRUCTIONAL UNIT SUPPLIES THE 
TEAiHER WITH A MULTI-PART TEACHING 
GUIDE FOR EACH TASK. A TASK SHEET 
FOR EACH STUDENT CARRIES A PROGRESS 
REPORT AND CONTAINS SKILLS TO BE 
GAlNEOt INSTRUCTIONAL AND REFERENCE 
HATERIALSt LANGUAGE KNOWLEDGE 
REQUIRED FOR THE TASKt AND 
SUGGESTIONS FOR DISCUSSION >niH THE 
STUDENT CONCERNED. A BIBLIOGRAPHY 
IS KEYED TO THE TEACHING GUIDE AND 
AN APPENDIX CONTAINS CODES? FOR 
INTERPRETING THE VARI OUS' NUMB ERS 
FOUND IN THE TASK SHEETS. (MUl 

VT too 801 

ALLiEN, THOMAS R.t JR. f . AND OTHERS 
WEST VIRGINIA GUIDEBOOK. JOB 
PLACEMENT SERVICES. 

WEST VIRGINIA STATE DEPT. OF 
EOUCATlONt HUNTINGTON. DIV. OF 
VOCATIONAL EDUCATION* 

F AVAILABLE IN VT-ERIC SET. 
PUB DATE - 74 89P. 



.DESCRIPTORS - *GUIOES; *PROGRAM 
DEVELOPMiENT: ♦JOB PLACEMENT; 
♦ STUDENT PLACEMENT; *V0CA4TIONAL 
EDUCATION; EMPLOYMENT SERVICES; 
VOCATIONAL COUNSELING; OCCUPATIONAL 
guidance; ARTICULATION IPROGRAH) 
IDENTIFIERS - *WEST VIRGINIA 

ABSTRACT - DIVIDED INTO FOUR 
SECTIONS AND DIRECTED TO VOCATIONAL 
PERSONNEL AND COUNSELORS IN 
VOCATIONAL-TECHNICAL SCHOOLSt THIS 
MANUAL I-S INTENDED TO SERVE AS A 
GUIDE FOR DESIGNING AND 
IMPLEMENTING JOB PLACEMENT PROGRAMS 
FOR GRADUATES OF VOCATIONAL 
PROGRAMS. INCLUDED IN ADDITION TO 
THE INTRODUCTION,. ARE SECTIONS ON: 
(1) HOW TO ORGANIZE A PLACEMENT 
SERVICE, Azy MAJOR FUNCTIONS OF THE 
JOB PLACEMENT COORDINATOR, AND 131 
INFORMATION ON APPLICANT TESTING. 
^AS SUPPLEMENTS TO THE GUIDE, UBOR 
PlAHS, sample INTEREST INVENTORIES, 
DATA SHEETS FOR INCLUSION IN 
PLACEMENT RECORDS, WORK SHEETS, 
APTITUDE AiND ACHIEVEMENT TESTS, 
"IT'^VIEW GUIDELINES, CHECK SHEETS 



OF FACTORS TO BE INCLUDED IN JOB 
PLACEMENT CENTERS, AND A LIST OF 
EXISTING PROGRAMS WHICH ARE 
DESIGNED TO ASSIST TdE 
DISADVANTAGED OR HARD TO EMPLOY ARE 
GIVEN. CSN) 

VT 100 B03 

BOOKKEEPING CLASSES SPECIAL 
JOURNALS TRANSPARENCIES PACKETS 
INTRODUCTION* RECORDING GOODS 
BOUGHT ON ACCOUNT - PURCHASES 
JOURNAL. CASH PAYMENTS JOURNAL. 
RECORDING GOODS SOLD ON ACCOUNT - 
SALES JOURNAL* CASH RECEIPTS 
JOURNAL. GENERAL JOURNAL. , 

CLEMSON UNIV., S.C. VOCATIONAL 
EDUCATION MEDIA CENTER. 
SOUTH CAROLINA STATE DEPT. OF 
EDUCATION, COLUMBIA* OFFICE OF 
VOCATIONAL EDUCATION* 
MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - ND 12 2P. 

DESCRIPTORS - *TRANSPARENCI ESt 
♦OFFICE OCCUPATIONS EDUCATION; 
♦BOOKKEEPING; ♦CLASSROOM MATERIALS 

ABSTRACT - SIX SETS OF 
TRANSPARENCIES ARE CONBINB) IN THIS 
PACKET OF TEACHING MATERIALS. FOR 
BOOKKEEPING CLASSES* MATERIALS IN 
THE PACKET INCLUDE THE FOLLOWING* 
(1) INTRODUCTION 17 . 
TRANSP^ARENCIES), (2) PURCHASES 
JOURNAL 136 TRANSPARENCIES)* 13) 
CASH PAYMENTS JOURNAL (14 
TRANSPARENCIES), 14) SALES JOURNAL 
(32 TRANSPARENCIES), (5) CASH 
RECEIPTS JOURNAL (19 
TRANSPARENCIES), AND (6) GENERAL 
JOURNAL (13 TRANSPARENCIES)* (MU) 

VT 100 804 

CAREER OPPORTUNITIES 
TRANSPARENCIES. 

CLEMSON UNIV., S.C. VOCATIONAL 
EDUCATION MEDIA CENTER. 
SOUTH CAROLINA STATE DEPT. OF 
EDUCATION, COLUMBIA* OFFICE OF 
VOCATIONAL EDUCATION. 
MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - ND 35P. 



descriptors - ♦vocational 
education; ♦careers; ♦job 
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application; ♦EMPLOYMtNT 
iNTERVIEMSt ^TKANSPARFNCI ES ; 
VOCATIONAL INTfRf STS 

ABSTRACT " INFORMATION ON PLANNING 
A CAREER IS GIVEN IN THE^E 35 
TRANSPARENCIES WHICH INCLUDE 
VOCATIONAL INTEREST INVENTORIES 
CONCERNING CLERICAL t MUSIC* 
SCIB4TIFIC RESEARCH* A^T, AND 
SOCIAL SERVICE. OCCUPATIONS*. 
PERSONAL ATTRIBUTES THAT WILL AID 
THE JOB SEEKER t A NUNBER OP CAREERS 
IN HOME ECONOMICS AND SEVERAL 
SOURCES OF JOB INFORMATION FOR THE 
STUDENT ARE GIVEN. THE STEPS 
ILLUSTRATED IN JOB APPLICATION 
INCLUDE THE APPLICATION FORN AND 
INTERVIEW* APPROPRIATE DRESS* 
.PROCEDURES* AND TIPS ON BEHAVIOR* 
GENERAL INFORMATION ABOUT 
PERFORMANCE ON THE JOB IS INCLUDED. 
(NU) 

VT 100 605 

HOLLIDAY* MARGARET P. 
NEGOTIABLE INSTRUMENTS. 
(TRANSPARENC/f^S). 



TRANSCRIBING TRAINING TECHNIQUES. 
(TRANSPARENCIES). 

CLEMSON UNIV.* S.C. VXATIONAL 
EDUCATION MEDIA CENTER. 
SOUTH CAROLINA STATE DEPT. OF 
EDUCATION* COLUMBIA. OFFICE OF 
VOCATIONAL EDUCATION. 
MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - ND 6P. 

DESCRIPTORS - ^BUSINESS EDUCATION; 
♦TRANSPARENCIES; *STENOGRAPHY| 
♦OFFICE MACHINES; OF^FICC PRACTICE; 
♦OFFICE OCCUPATIONS EDUCATION 

ABSTRACT - SIX TRANSPARBICIES FOR 
USE IN A BUSINESS EDUCATION CLASS 
MAKE UP THIS PACKAGE OF TEACHING 
MATERIALS* ^THEY IDENTIFY THE 
FOLLOWING eaECES OF EQUIPMENTt (1) 
CASSETTE TYPE UNIT — RECORDER r C2) 
REEL TYPE UNI T— RECORDER, (3) DISK 
TYPE UNIT— TRANSCRIBER* (4) 
MINIATURE AND REGULAR CASSETTE TYPE 
UNIT* (5) BELT TYPE UNIT — RECORDER* 
TRANSCRIBER* AND (6) DISPOSABLE 
BELT TYPE UNIT—TRANSCRIBER. (MU) 



CLEMSON UNIV.V S.C. VOCATIONAL 
EDUCATION MEDiX CENTER. 
SOUTH CAROLINA STATE DEPT. OF 
EDUCATION* COLUMilA. OFFICE OF 
VOCATIONAL EDUCATION. 
MF AVAILABLE IN VT-ERlC SET. 
PUB DATE - NO 28P. 

DESCRIPTORS - ♦TRANSPARENCIES; 
•BUSINESS EDUCATION; ♦BANKING; 
♦BANKING VOCABULABY; ACCOUNTING; 
FINANCIAL SERVICES 

IDENTIFIERS -^♦NEGOTi ABLE # 
INSTRUMENTS » f 

ABSTRACT - THESE 28 TRANSPARENCIES 
REPRESENT EXAMPLES OF CHECKS* 
DRAFTS* AND PROMISSORY NOTES FOR 
USE IN BUSINESS EDUCATION COURSES. 
SEPARATE TRANSPARENCIES IDENTIFY 
EACH PARt OF THE THREE TYPES OF 
INSTRUMENTS BY CONTENT* SIGNATURE* 
ORDER TO PAY, WORDS OF 
NEGOTIABILITY* CERTAIN SUM* TIME OF 
PAYMENT ON DEMAND, AND SUMMARY OF 
CONTENTS. (MU) 
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VT 100 815 

A COMPREHENSIVE VOCATIONAL 
EDUCATION PROGRAM FOR CAREER 
DEVELOPMENT IN GRADES K-14. INTERIM 
REPORT. 

OKilNGE COUNTY CAREER DEVELOPMENT 

PROGRAM* ORLANDO* FLA. 

BUREAU OF ADULT, VOCATIONAL, AND 

TECHNICAL EDUCATION (DHEW/OE), 

WASHINGTON, D.C.; FLORIDA STATE' 

DEPT. OF EDUCATION, TALLAHASSEE. 

DIV. OF VOCATIONAL, TECHNICAL AND 

ADULT EDUCATION. 

MF AVAILABLE IN VT-ERIC SET. 

OEG-0-72-0630 

PUB DATE - 15SEP73 120P. 

DESCRIPTORS - ♦CAREER EDUCATION; 
♦VOCATIONAL 'DEVELOPMENT; 
♦INSTRUCTIONAL MAfl^IALS; 
♦ INTEGRATED CUfU|tk9>LUM; 
♦OCCUPATIONS; ^^mENTA^Y GRADES; 
SECONDARY GRADE?; Pdi(fr SECONDARY 
EDUCATION 

IDENTIFIERS - ♦ORANGE COUNTY CAREER 
DEVELOPMENT PROGRAM 

ABSTRACT - THE INTERIM REPORT OF 
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THE OHANGE COUNTY CAREER 

EVELOPMENT PKOGKAH ACCOMPANYING 
THESE INSTRUCTIONAL MATERIALS 
covers THE PERIOD OF SEPTEMBER 14, 
1972-SEPTEMBER 15, 1973. IT 
DESCRIBES THE GOALS AND OBJECTIVES, 
PROCEDURES, RESULTS AND 
ACCQNPLISHNENTS, EVALUATIONS, AND 
CONCLUSIONS OF A PROJECT WHICH HAS 
PRODUCED THE TEACHING MATERIALS 
ENCLOSED. THEY INCLUDE, FOR EACH 
GRADE LEVEL, A SEPARATE UNIT THAT 
CAN BE USED AS THE VEHICLE FOR 
INTEGRATING CAREER EDUCATION INTO 
THE EXISTING CURRICULUM THROUGH A 
STUDY OF AN OCCUPATION OR A CLUSfER 
OF OCCUPATIONS. LANGUAGE ARTS, 
MATHEMATICS, SOCIAL STUDIES, AND 
SCIENCE ARE SOME OF THE SUBJECT 
AREAS THROUGH WHICH INTEGRATION OF 
CAREER CONCEPTS INTO THE CURRICULUM 
IS TO TAKE PLACE. IMU) 

VT iOO 616 
MEYER, LEO A. 

OCCUPATIONAL PROGRAMS IN CALlFpRNiA 
» PUBLIC COMMUNITY COLLEGES . 
^1974. 

CALIFORNIA COMMUNITY COLLEGES, 
SACRAMENTO. OFFICE OF THE 
CHANCELLOR. 

MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - JUN73 163P. 

DESCRIPTORS - ♦COMMUNITY COLLEGES; 
♦EDUCATIONAL PROGRAMS; *VOCATIONAL 
EDUCATION; ♦DIRECTORIES: 
♦EDUCATIONAL OPPORTUNITIES 
IDENTIFIERS - ♦CALIFORNIA 

ABSTRACT - REVISED TO PROVIDE A 
MOI^E CONVENIENT ACCESS TO THE KINDS 
OF INFORMATION DESIRED BY STUDENTS 
AND COUNSELORS, THIS DIRECTORY OF 
. 99 PUBLIC COMMUNITY COLLEGES IN 
CALIFORNIA CONTAINS CbURSE 
OFFERINGS OF OVER 3,40O 
OCCUPATIONAL PROGRAMS. SECTION I 
CONTAINS GENERAL INFORMATION ABOUT 
« CALIFORNIA COMMUNITY COLLEGES: 
COST, ADMISSION PROCEDURES, AND 
^ SPECIAL SERVICES AVAILABLE. SECTION 
P II CONTAINS CHARTS LISTING THE 

PROGRAMS OFFEMBBY EACH COLLEGE IN 
THE FOLLdWINGflKf^:^ fl) 
AGRICULTURE, m BUSINESS AND 
nPFTCE, 131 COMMUNICATIONS, (4) 



l25 

» 

CRIMINAL JUSTICE, 15) ELECTRICAL- 
ELECTRONICS, (6) ENGINEERING 
TECHNOLOGY, 17) ENVIRONMENTAL AND 
NATURAL RESOURCES, 18) HEALTH 
SERVICES, (9) HOME ECONOMICS AND 
FOOD SERVICES, (10) MID-MANAGEMENT 
AND SUPERVISION, (11) SCIENCE AND 
LABORATORY OCCUPATIONS, (12) 
SERVICE OCCUPATIONS, AND (13) 
TRADES AND INDUSTRIES. SECTION III 
CONTAINS A DATA SHEET ON EACH 
COLLEGE LISTING ALL THE 
OCCUPATIONAL PROGRAMS THAT THE 
COLLEGE OFFERS. AN INDEX IS 
PROVIDED IN SECTION IV. (MU) 

VT 100 818 

SMITH, PHYLLIS 

PILOT PROJECT FOR OFFICE 

SIMULATION. 

PARKVIEW HIGH SCHOOL, LITTLE ROCK, 
ARK. 

BUREAU OF OCCUPATIONAL AND ADULT 
EDUCATION (DHEW/OE), WASHINGTON, 
D.C. 

MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - ND 

DESCRIPTORS - ♦TEACHING GUIDESt 
♦SIMULATION; ♦BUSINESS EDUCATION: 
♦OFFICE OCCUPATIONS EDUCATION; 
♦OFFICE PRACTICE; OFFICE 
OCCUPATION^ 

IDENTIFIERS - ♦LITTLE ROCK PARKVIEW 
HIGH SCHOOL 



ABSTRACT - THIS GUIDE, DESIGNED FOR 
A LITTLE ROCK HIGH SCHOOL BUSINESS 
EDUCATION CLASS, AND USED THERE BY 
THE AUTHOR, PROVIDES ALL OF THE 
MATERIALS NEEDED FOR TEACHING A 
SIMULATED OFFICE PRACTICE CLASS. 
THE FIVE MfiTS OF THE DOCUMENT 
CONTAIN iflbOLLOWING MATERIALS FOR 
CONDUCTINIWhE SIMULATION: (1) 
GENERAL PROCEDURE OF THE COMPANY, 
(2) POSITIONS AND DESCRIPTIONS OF 
EACH JOB, (3) CUSTOMERS AND 
CREDITORS OF THE COMPANY, (4) 
EXAMPLES OF FORMS USED IN THE 
COMPANY, AND (5) EVALUATIONS USED 
IN THE COMPANY. LISTS OF SUPPLIES, 
EQUIPMENT, AND SAMPLES OF ALL FORMS 
USED IN THE CLASS ARE INCLUDED. A 
STEP-BY-STEP EXPLANATION Of 
« PREPARING FOR AND TEACHING THE 

SCHEDULE OF CLASSES IS PROVIDED FOR 
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THE TEACHER WHO IS NEW TO 
SIMULATION TEACHING. (MU) 

■ r 

VT 100 822 

CURRICULUM AND INSTRUCTIONAL 
MATERIALS DEVELOPMENT. PKOFILC. TEN 
STATE CONSORTIUM. 

OKLAHOMA STATE DEPT. OF VOCATIONAL 
AND TECHNICAL EDUCATION, 
STILLWATER. CURRICULUM AND 
INSTRUCTIONAL MATERIALS CENTER. 
MF AVAILABLE IN VT-ERIC SET. 
PUB DATE NO 30P. 



* 



DESCRIPTORS^ - •VOCATIONAL 
EDUCATION; *EDUCATIONAL NEEDSf 
•CURRICULUM research; •CURRICULUM 
PLAfMlNC; •CURRICULUM DEVELOPMENT 
IDENTIFIERS > •TEN STATE CONSORTIUM 

ABSTRACT - THE DOCUMENT LISTS THE 
CURRICULUMS THAT ARE UNDER 
DEVELOPMENT* PLANNED FOR 
DEVELOPMENT* OR IDENTIFIED AS A 
NEED FOR THE STATES OF NORTH 
DAKOTA* SOUTH DAKOTA* NEBRASKA* 
KANSAS* MISSOURI* ARKANSAS* 
OKLAHOMA* TEXAS* COLORADO* AND NEW 
MEXICO, arranged' BY VOCATIONAL 
FIELD* EACH ^NTRY PROVIDES THE 
FOLLOWING INFORMATION: (1) A TITLE 
AND DESCRIPTION OF THE COURSE* (2) 
THE NAME AND ADDRESS OF A PERSON TO 
REACH CONCERNING IT* 13) THE STATE 
OF ORIGIN OF THE PROJECT* AND U) 
THE EXPECTED DATE OF COMPLEHON. 
VOCATIONAL FIELDS INCLUDED ARE 
A CRICULT URtK D I ST RI BU T I VE 
EDUCATION* HOME ECONOMICS* HEALTH 
EOUUTION, BU]SINESS EDUCATION* 
TRADE AND IN^STRY* AND CAREER 
EDUCATION. (MU) 

VT 100 852 

COOK* CLIDIE; LOUIS* VIRGIE 
TEACHER'S HANDBOOK ANP STUDENT'S 
ACTIVITY GUIDE FOR GENERAL BUSINESS 
UNIT* ••LIVING AND WORKING IN OUR 
ECONOMY". SUGGESTED TEACHING 
MATERIALS. 

OMAHA PUBLIC SCHOOLS* NEBR. DEPT. 

OF VOCATIONAL EDUCATION. 

OFFICE OF EDUCATION IDHEW)* 

WASHINGTON* D.C. 

MF AVAILABLE IN VT-ERIC SET. 

OEG-O-Tl -^661 1361 » 



PUB DATE - 72 lOOP. 

DESCRIPTORS - •CAREER EDUCATION! 
* INTEGRATED CURRICULUM; «VOCATTONAl 
EDUCATION; •DISADVANTAGED YOUTH f 
LEARNING ACTIVITIESi SELF CONCEPTf 
EMPLOYMENT OPPORTUNITIES! ^BUSINESS 
EDUCATIOf^; WORK ATTITUDES! 
SECONDARY GRADES 

IDENTIFIER'S • «OMAHA PUBLIC SCHOOLS 

ABSTRACT - THIS GUIDE FOR 
INTEGRATING CAREER EDUCATION 
CONCEPTS INTO THE SECONDARY ^AOES 
IS PART OF AN EXPANDED VOCATIONAL 
EDUCATION PROGRAM FOR DISADVANTAGED 
YOUTH IN THE OMAHA PUBLIC SCHOOLS* 
THE SUBJECT MATTER OF THE DOCUMENT 
DEALS WITH THE GENERAL BUSINESS 
COURSE WHILE STUDYING THE UNIT ON 
•LIVING AND WORKING IN OUR 
ECONOMY. • CONCEPTS OF CAREER 
AWARENESS* WORK ATTITUDES* SELF 
AWARENESS* JCfB OPPORTUNITIES* 
OCCUPATIONAL INFORMATION* AND JOB 
INTERVIEWS ARE PRESENTED IN 
LEARNING ACTIVITIES* VISUAL AIDS* 
READINGS* AND DISCUSSIONS. IMU) 

VT 100 857 

MORGAN* CURTIS L«* JR** AND OTHERS 
PREPARING FOR THE WORLD OF WORK. K- 
6. 

OMAHA PUBLIC SCHOOLS* NEBR, OEPT, 

OF VOCATIONAL EDUCATION. 

OFFICE OF EDUOITION IDHEW)* 

WASHINGTON* D.c'. 

MF AVAILABLE IN VT-ERIC SET. 

0EGH>-71-4661U61} 

PUB DATE - AUG72 81P» 

DESCRIPTORS - ^CAREER EDUCATION; 
•INTEGRATED CURRICULUM! •VOCATIONAL 
EDUCATION; •DISADVANTAGED YOUTH; 
LEARNING ACTIVITIES! SELF CONCEPT; 
EMPLOYMENT OPPORTUNITIES; ^TEACHING 
GUIDES; ELEMENTARY GRADES 
IDENTIFIERS - •OMAHA PUBLIC SCHOOLS 

ABSTRACT - THIS GUIDE FOR 
INTEGRATING CAREER EDUCATION 
CONCEPTS INTO GRADES R THROUGH 6 IS^ 
PART OF AN EXPANDED VOCATIONAL 
EDUCATION PROGRAM FOR DISADVANTAGED" 
YOUTH IN THE OMAHA PUBLIC SCHOOLS*' 
THE SUBJECT MATTER OF THE DOCUMENT 
DEALS WITH THE WORLD OF WORK* 
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CONCEPTS OF THE WORLD OF WOKK t 
• USINffiSS AND OFFICE OCCUPATIONSt 
HEALTH OCCUPATIONS t TRANSPORT AT^ION* 
ANDnCONSTRUCtlON ARE PRESENTED IN A 
TEACHING GUIDE OF BULLETIN BOARD 
IDCASf LEARNING ACTIVITIES,' 
CLASSROOM CANES f READINGS, 
DISCUSSIONS, AND FIELD TRIPS. (NUh 

VT 100 670 

HILL, RICHARD K., ED*: SCHMIDT, B* 
JUNEf ED. 

BEHAVIORTAL OBJECTIVES FOR SELECTED 
UNITS IN BUSINESS EDUCATION. 

VIRGINIA POLYTECHNIC INST. AND 
STATE UNIV., BLACKSBURG. DlVt OF 
VOCATIONAL-^TECHNICAL EDUCATION. 
OFFICE OF EDUCATION (DHEW), 
WASHINGTON, D.C.i VIRGINIA STATE 
DEPT. OF EDUCATION, RICHMONDl DIV. 
OF VOUTIONAL EDUCATION. 
NF AVAILABLE IN VT-ERIC SET. 
HARRY L. SMITH, PUBLIC INFORMATION 
AND PUBLICATIONS, STATE DEPT. OF 
EDUCATION, RICHMOND, VA. 23216 
($2.00) 

PUB DATE - NO 140P. 

DESCRIPTORS - ^BEHAVIORAL 
OBJECTIVES: ♦BUSINESS EDUCATION; 
♦STENOGRAPHY: ♦BUSINESS SUBJECTS; 
•UNITS OF STUDY (SUBJECT FIELOSit 
UNIT plan: PROJECTS; VOCATIONAL 
EDUCATION 

ABSTRACT - ONE OF A SERIES OF 
PUBLICATIONS, THIS BOOKLET 
CONTAINING BEHAVIORAL OBJECTIVES 
FOR SOME 46 INSTRUCTIONAL UNITS IN 
BUSINESS EDUCATION IS THE DIRtCT 
RESULT OF A VOCATIONAL EDUCAT|ON 
EVALUATION PROJECT CONDUCTED. DURING 
THE SUMMERS OF 1971-73. WRITV^ 
PRIMARILY FOR TEACHERS OF 
SHORTHAND, THE UNITS ENTERED 
INCLUDE AN OUTLINE OF THE CONTENT, 
A GOAL STATEUNT, AND GENERAL AND 
SPECIFIC OBJCtriVES,. TO FACILITATE 
^ASE IN JJSING THE CATALOG* 
INSTRUCTIONS ARE PRCVIDED AS WELL 
AS INFORMATION ON THE CONTENTS OF 
THE BOOKLET, AND HOW AND WHY THE 
UNITS WERE DEVELOPED. (SN) 

VT 100 M 

CAREERS IN OFFICE OCCUPATIONS, 
f TRANSPARENCIES). 
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CLEMSON UNIV., S.C. VOCATIONAL 
EDUCATION MEDIA CBNTER, _ 
SbUT*rCARbLlNA STAT^ DEPT. OF / 
EDUCATION, COLUMBIA. OFFICE OF ^ 
VOCATIONAL EDUCATION. 
MF AVAILABLE IN VT-ERIC SET* 
PUB DATE - NO HP. 

DESCRIPTORS - ♦CAREERS! ♦OFFICE 
OCCUPATIONS; »OFFICE OCCUPATIONS 
EOUCATIONI ♦OCCUPATIONAL 
INFORMATION; «TRANSPAIIiNCIES| 
OCCUPATIONAL GilOANC# 

ABSTRACT - ELEVEN TRANSPARENCIES 
ARE PROVIDED TO BE USED IN 
EXPLORING A VARIETY OF CAREERS IN 
OFFICE OCCUPATIONS* THEY ARE 
CLASSIFIED. AS ACCOUNTING, CLERICAL 
STENOGRAPHIC, KEYPUNCH, AND DATA 
PROCESSING. A SCRIPT TO ACCOMPANY 
THE TRANSPARENCIES IS INCLUDED* 
IMUl 

VT 100 099 

PIESLAK, RAYMOND F. 

MAGNETIC TAPE SELECTRIC TYPEWRITER, 

MARIE H. KATZENBACH SCHOOL FOR THE 
DEAF, WEST TRENTON, N.J. 
NEW JERSEY STATE DEPT. OF 
EDUCATION, TRENTON. DIV^. OF 
VOCATIONAL EDUCATION. 
MF AVAILABLE IN VT-ERIC SET. 
NEW JERSEY VOCATIONAL-TECHNICAL 
CURRICULUM LABORATORY, BLDG. 4103- 
KILMER CAMPUS, RUTGERS UNIV., NEM 
BRUNSWICK, N.J. ^03 U2.50) 
PUB DATE - JUL74 i36P. 

tESCRIPTORS - ♦OFFICE MACHINES t 
♦OFFICE OCCUPATIONS; ♦OFFICE 

OCCUPATIONS education; 

♦TYPEWRITING; BUSINESS EDUCATIONS 
BUSINESS skills; TYPISTS 
IDENTIFIERS - ♦IBM MAGNETIC TAPE 
SELECTRIC TYPEWRITER 

ABSTRACT - DESIGNED TO BE USED AS A 
STUDENT TEXT, THIS MANUAL PROVIDES 
THE BASIC KNOWLEDGE AND PRACTICAL 
APPLICATIONS NEEDED FOR EFFICIENT 
OPERATION OF THE IBM MAGNETIC TAPf 
^SELECTRIC TYPEWRITER* THE 58 * 
LESSONS HAVE eEEN WRITTEN FOR EASY 
READING AND COMPREHENSION WITH EACH 
ITEM OF INFORMATION EVENTUALLY 
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LEAOING TO A COHPLETE KNOWLEDGE OF 
THE MACHINE OPERATION. SOHE 
PRACTICE EXERCISES HAVE BEEN 
ZNCLUDED BUT IN ADDITION TO THESEt 
THE IBM MAGNETIC TAPE SELECTRIC 
TRAINING GUIDE SHOULD BE USED TO 
PROVIDE A BROADER KNOtfL^DGE. THE 58 
LESSONS CONTAIN INFORMATION 
CONCERNING THE KEYBOARD* SELECTOR 
OIALt PLAYBACK AND MODE DiALt 
BACKSPACE* SKIP BUTTON* RECORDING 
DASHES* CORRECTING TAPES* EXPANDING 
A LINE WITH MORE THAN ONE 
CHARACTER* RECORDING ADDITIONS ON 
SECOND TAPE* AUTOMATIC SEARCH CODE* 
AfO AUTOMATIC LETTER WRITING AND 
ADDRESSING ENVELOPES. (AUTHOR/MU) 

VT 101 003 
.TROOTMAN* CAROL M. 

INTRODUCTION TO OFFICE OCCUPATIONS. 

CAMDEN COUNTY VOCATIONAL AND 
TECHNICAL SCHOOLS* SICKLERVILLE « 
N.J. 

NEW JERSEY STATE DEPT. OF 
EDUCATION* TRENTON. 01 V. OP 
VOCATIONAL EDUCATION. 
HF AVAILABLE IN VT-ERIC SET. 
NEW JERSEY VOCATIONAL-TECHNIC AL 
CURRICULUM LAB.* BLDG. 4103-KILMER 
CAMPUS* RUTGERS UNIV.* NEW 
BRUNSWICK* N.J. 08903 ($1.00) 
PUB DATE - AUG74 31P. 

DESCRIPTORS ~ ♦WORKBOOKS; ^OFFICE 
OCCUPATlspNSS; ♦OFFICE OCCUPATIONS 
EDUCATION; ♦iSPECIAL EDUCATION; 
INDIVIDUALIZED INSTRUCTION; ENTRY 
WORKERS 

ABSTRACT - THIS WORKBOOK FOR 
STUDENTS IN SPECIAL EDUCATION 
CLASSES PROVIDES A STEP-BY-STEP 
INTRODUCTION TO THE TYPES OF OFFICE 
JOBS REQUIRING MINIMUM TRAINING. 
NINE CLERICAL FUNCTICmS ARE 
PRESENTED IN SIMPLE LANGUAGE AND 
WORKBOOK ACTIVITIES ARE PROVIDED . 
FOR INDIVIDUAL INSTRUCTION. 
NUMEROUS LINE DRAWINGS ILLUSTRATE 
THE MATERIAL AND TWO SHORT QUIZZES 
ARE INCLUDED. (MU> 

VT 101 043 

MOORE* NORMAN R.* ED. 
LEARNING MATERIALS. FREE AND 
irj^XPENSIVE. 17TH BIENNIAL EDITION. 
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GEORGE PEABODY COLL. FOR TEACHERSt 
NASHVILLE* TENN. DIV. OF SURVEYS 
AND FIELD SERVICES.. . ( 
MF AVAILABLE. IN VT-ERIC SET. 
DIV. OF SURVEYS AND FI£LO SERVICESt 
GEORGE PEABODY COLLEGE FOR 
TEACHERS* NVkSHVILLEt TENN. 37203 
($3.50>," 

PUB 6aTE - 74 2 5 IP. 

DESCRIPTORS - INSTRUCTIONAL AiDS; 
♦INSTRUCTIONAL MATERIALS; 
♦EDUCATIONAL RESOURCElS; ♦RESOURCE 
GUIDES 

IDENTIFIERS - ♦LOW COST 
INSTRUCTIONAL MATERIALS 

* 

ABSTRACT - THIS DOCUMENT IS THE 
LATEM* EDITION OF A GUIDE TO 
EDUCWONAL MATERIALS OBTAINABLE 
FROM WLIC AND PRIVATE SOURCES AT 
LITTLE~OR NO COST. AN ANNOTATION 
FOR EACH OF MORE THAN 2*600 ITE^S 
INCLUDED A DESCRIPTION OF THE- IT€M* 
ITS SIZE* PRICE* AND ORDERING 
INFORMATION. %NTRIES ARE ARRANGED 
ALPHABETICALLY BY SUBJECT HEADINGS* 
CROSS-REFERENCED* AND INDEXED. J 
AMONG THE AIDS LISTED ARE ^ 
PAMPHLETS* tHARTiS* NAPS* OUTLINES* 
UNITS* ACTIVITIES* PROJECTS AND 
FILMS. (KH) / 

VT 101 206, 
> OCCUPATIONAL* VOCATIONAL* AND 

TECHNICAL' EDUCATION. PHASE II - 7TH 
GRADE. COURSE OF STUDY. EXPLORATORY 
EDUCATION. 

PITTSBURGH BfARD OF PUBLIC 
EDUCATION* PA. DEPT. OF CURRICULUM 
AND INSTRUCTION. 
MF AVAILABLE IN, VT-ERIC SET. ' 
DIV. OF CURRICULUM* PITTSBURGH 
BOARD OF PUBLIC EDUCATION* 341 
BELLEFIELD AVENUE*^ RITT$BURGf^^ PA ^ 

15213 ($4.00 1 '^—^^ V A 

PUB DATE^ - SEf73 338P. * * 

DESCRIPTORS - WofATIONAL " 
DEVELOPMENT; ♦GRAO& ?p ♦CAREER 
EDUCATION: ♦INTEGRATED CURRICULUM; 
♦CURRICULUM GUIDES ^ 
IDENTIFIERS - PITTSBURGH PUBLIC m\ 
SCHOOLS * 

ABSTRACT - DESIGNED FOR THE 
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CHANGING CURRICULUM IN THt 
PITTSBURGH PUBLIC SCHOOLSt THlf 
GUIDE FOR GRADE 7 INTEGRATES 
MATERIAL ON CAREyER ORIENTATION INTO 
THE CURRICULUMS IN\«]ME ECONOMICS « 
BUSINESS EDUCATIONf AND INOIJSTRIAL 
ARTS. INSTRUCTIONS TO THE TEACHER 
STRESS THE GOALS OF DEVELOPING 
DECISION-MAKING ABILITY AND 
MARKETABLE OR A VOCATIONAL SKILLS IN 
THE STUDENTS. LABORATORY SAFETY 
GUIDELINES ARE GIVEN FOR EACH OF 
THE THREE CURRICULUMS. IN tHE 
TEACHING GUIDE* A 3-COLUMN FORMAT 
PROVIDES CONCEPTS, STUDENT LEARNING 
ACTIVITIES, AND REFERENCES FOR 
UNITS IN TEXTILES, FOODS, HEALTH 
CARE, COMMUNICATIONS, 
MERCHANDISING, DATA PROCESSING, 
MANUFACTURING, AND TRANSPORTATION. 
VARIOUS WORK SHEETS, ORGANIZATION 
CHARTS, AND FORMS USED IN BUSINESS 
ENTERPRISES ARE INCLUDED TOR 
SIMULATION USE* IMU) 

VT 101 207 . 

OCCUPATIONAL, VOCATIONAL, AND 
TECHNICAL EDUCATION. PHASE I > 6TH 
GRADE* COURSE OF STUDY. EXPLORATORY 
EDUCATION. 

PITTSBURGH PUBLIC SCHOOLS* PA. 
MF AVAILABLE IN VT-ERIC SET. 
OIV. OF CURRICtlLU?^, PITTSBURGH 
BOARD OF FaSLIC EDUCATION, 341 
BELLEFIEtlD AVENUE, PITTSBURGH, PA 
15213 <$4 ««| ^ 
PUB DATE - SEP73 92P . ^ 

DESCRIPTORS - *CURRICULUM GUIDES; 
♦INTEGRATED CURRICULUM; * VOCATIONAL 
DEVELOPMENT; *CAREER PLANNING; 
CAREER EDUCATION; TEACHING GUIDES; 
♦GRADE 6 

IDENTIFIERS - PITTSBURGH PUBLIC 
SCHOOLS 

ABSTRACT - DESIGNED FOR THE 
CHANGING CURRICULUM IN THE 
PITTSBURGH PUBLIC SCHOOLS, THIS 
COURSE OF STUDY FOR GRADE 6 
INTEGRATES MATERIAL ON CAREER 
ORIENTATION INTO THE REGULAR 
CURRICULUM. THE FOUR GENERAL 
CONCEPTS BASIC TO THE WORLD OF WORK 
WHICH ARE TREATED IN THE GUIDE ARE 
HUMAN RELATIONS, PRODUCTION, 
( ^ NIC ATI ON S, AND CONSUMERShI P. A 
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3-COLUMN TEACHING GUIDE CONTAINS 
. CONCEPTS TO BE TAUGHT, LEARNING 
ACTIVITIES SUITABLE AT EACH STEP, 
AND SUBJECT AREAS WITH WHICH TUE 
CONCEPT CAN BE INTEGRATED. SPECIAL 
INSTRUCTIONS TO PITTSBURGH TEACHERS 
PROVIDE HELP IN USING OUTSIDE 
SPEAKERS AND IN ORDERING VISUAL 
AIDS* IMU) 

VT 101 215 

TEACHING BUSINESS TAXES. STUDENT 
HANDBOOK. 

INTERNAL REVENUE S^^lviCE IDEPT. OF 
TREASURY), WASHINGTON, O.C. 
MF AVAILABLE IN VT-ER IC SET. 
PUB DATE - 72 34P* 

DESCRIPTORS > MANUACS; *T axes; 
^ EBUSINESS EDUCATION; BUSINESS 

ADMINISTRATION; OPROBLiil SOLVING; 
COLLEGE CURRICULUM; ♦WORKBOOKS 

ABSTRACT - THIS WpRKBOO^C IS 
DESIGNED TO COLLEGE STUDENTS 

TAKING F UNO AMENT/# ACCOUNTING 
AND/OR BUSINESS MINISTRATION AN 
UNDERSTANDING OF THE IMPORTANCE OF 
TAXES IN THE OPERATION OF A 
BUSINESS. THE FIRST UNIT COVERS THE. 
PREPARATION OF FEDERAL EMPLOYMENT 
WITHHOLDING TAXES AND CAN BE 
PRESENTED POINT-BY-POINT, ^R AS ONE 
COMPLETE PROBLEM. IN THE OTHER 5 ' 
UNITS DEALING WITH SOLE 
PROPRIETORSHIP, PARTNERSHIP ANI^' 
CORPORATION RETURN% OPPORTUNTTY IS 
PROVIDED FOR BOTH CLASSROOM ► 
DISCUSSION AND INDIVIDUAL PROBLEM- 
SOLVING. ALL OF THE FORMS NECESSARY 
TO WORK THE PROBLEMS IN THE 
HANDBOOK ARE LKATED IN A SEPARATE 
PACKET. (KH) 

VT 101 231 

OCCUPATIONAL, VOCATIONAL, AND 
TECHNICAL EDUCATION. PHASE III - 
8TH GRADE. COURSE OF STUDY. 
EXPLORATORY EDUCATION. 

PITTSBURGH BOARD OF PUBLIC 

EDUCATION, PA. DEPT. OF CURRICULUM 

AND INSTRUCTION. 

MF AVAILABLE IN VT-ER IC JET. 

PUB DATE - 0CT73 593P. 

DESCRIPTORS - ^CURRICULUM GUIDES; 
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♦GRADE 8; ♦VOCATIONAL E0UCATIt3N; 
* INDUSTRIAL ARTS; ♦HOME ECONOMICS; 
BUSINESS EDUCATION 
lOENTlPIfcRS - PITTSBURGH; • 

pehnsVlvania 

^ alis tract - this curriculum guide 
outlines learning patterns which 
may b£ adapted or adoptetkpy the 
creative teacher in occupational 
education. emphasis is placed on 
processes basic. to specific job 
activities found within the areas 
of business education. home 
economics* and industrial arts, 
students are able to associate* 
integrate and catalog these basic 
processes with specific job roles 

OR CAREERS RANGING FROM ENTRY LEVEL 
JOBS TO ADMINISTRATJVE POSITIONS. 
THE EDUCATIONAL GOAL OF THE A 
EXPERIENCES IS THE ADAPTION OF^IS 
KNOWLEDGE TO FUTURE DECISION- MA KING 
PROCESSES BY THE STUDENTS. FOR EACH 
UNtT GENERAL OBJECTIVES, SPECIFIC 
OBJECTIVES* PROCESSES* CAREERS* 
0 DEVELOPING CORE* STUDENT LEARNING 
ACTIVITIES AND REFERENCES ARE ' 
GIVEN. UNITS COVERED INCLUDE: 
BUSINESS COMMUNICATIONS* 
INFORMATION PROCESSING, 
MERCHANDISING* CLOTHING AND 
TEXTILES* FOODS AND NUTRITION* 
HOME* HEALTH AND COMMUNITY SERVICE* 
CON^RUCTION* MANUFACTURING* POWER 
AND TRANSPORTATION* AND VISUAL 
COMMUNICATIONS. (AUTHOR/KB) 

VT loi 250 

COOK*' IVA DEAN 

OCCUPATIONAL NOTEBOOK PROGRAM. v 
STUDENT OCCUPATIONAL NOTEBOOK. 

WEST VIRGINIA UNIV., NITRO. KANAWHA 

VALLEY GRADUATE CENTER. 

MF AVAILABLE IN VT-ERIC SET. 

REStARCH PRESS CO.* P.O. BOX 3177* 

COUNTRY FAIR STATION* CHAMPAIGN* IL 

61820 

PUB DATE - 72 A7P. 

' deSCRMTORS - ♦TRAINABLE MENTALLY 
HANDICAPPED; *WORK ATTITUDES; 
♦WORKBOOKS; JOB SKILLS; ♦EMPLOYEE 
RESPONSIBILITY 



ABSTRACT - THIS STUDENT 
Pg«T OF AN OCCUPATIONAL 
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PROGRAM FOR THE EDUCABLE MENTALLY 
RETARDED* IS DESIGNED TO GUIDE ^ 
STUDENTS THROUGH A SERIES OF 
EXERCISES PLANNED TO GIVE THEM THE 
PRACTICAL SKILLS AND BASIC 
KNOWLEDGE REQUIRED FOR EMPLOYMENT. 
OPPORTUNITY IS PROVIDED FOR 
EXPOSURE TO TSHE FOLLOWING^ (I) 
FILLING OUT APPLICATION FORMS* f2» 
PREPARING FOR AN INTERVIEW* *(3) 
GETHNG TO WORK ON TIME* 14) USING 
THE TELEPHONE* (5) PERSONAL 
GROOMING TIPS* AND 16) DEVELOPING A 
WORKABLE JOB VOCABULARY. IT IS ^ 
SUGGESTED THAT THE STUDENTS 
COMPLETE SPECIFIC ENTRIES ON 
PRACTICE SHEETS FIRST SO THAT THE 
NOTEBOOK MAY SERVE AS A PERMANENT 
REFERENCE TOOL. CKH) 

VT lOl 255 

ECONOMICS GUIDE FOR SECONDARY 
TEACHERIS. grades 7-10. 

ASHLAND CITY SCHOOLS, OHIO. 
MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - 72 209P. 

DESCRIPTORS - *ECONOMIC EDUCATION; 
♦PROGRAM GUIDES; CURRICULUM GUIDES; 
♦SOCIAL studies; ♦INTEGRATED 
CURRICULUM; *SECONDARY GRADES 
IDENTIFIERS - ASHLAND CITY SCHOOLS 

ABSTRACT - THIS PROGRAM GUIDE FOR 
ECONOMIC EDUCATION IS DESIGNED TO 
BE INTEGRATED INTO THE SOCIAL 
STUDIES CURRICULUM FOR GRADES 7 
THROUGH 10 IN THE ASHLAND CITY 
SCHOOLS. COLOR CODED BY GRADE 
LEVEL* EACH SECTION CONTAINS A 
VARIETY OF ECONOMIC CONCEPTS TO BE 
TAUGHT ALONG WITH CONCRETE 
ACTIVITIES* DISCUSSION QUESTIONS* 
AND KEY TERMS. THE MATERIAL FOR 
EACH LEVEL IS KEYED TO THE 
TEXTBOOKS CURRENTLY USED IN THE 
SOCIAL STUDIES AREA COVERED DURING 
THAT YEAR. ALSO INCLUDED IN .THE 
GuibE ARE CHARTS f WORKSHEETS* AND 
OTHER MATERIALS FOR DUPLICATION. 
CKH) 

VT 101 262 

MINIMUM LEVELS OF TECHNICAL 
COMPETENCY STANDARDS OF BUSINESS 
AND OFFICE EDUCATION PROGRAMS IN 
NEBRASKA. FINAL REPORT. 
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KEARNEY STATE COLL.t NEBR. 
'NEBRASKA STATE DEPT. OF EDUCATION, 
LINCOLN, 01 V. OF VOCATIONAL 
EOUCATcION.i NEBRASKA OCCUPATIONAL 
NEEDS RESEARCH COORDINATING UNIT, ' 
LINCOLN. 

MF AVAILABLE IN VT-ER'IC SET. 
NEBRASKA STATI- DEPT. OF EDUCATICM, 
OIV. OF VOCATIONAL EDUCATION, 233 f 
SOUTH TENTH STREET, LINCOLN, NB 
68508 

PUB DATE - 74 60P. 

DESCRIPTORS - ^CURRICULUM GUIDES; 
♦ BUSINESS EDUCATION; 4>0FFICE 
OCCUPATIONS EDUCATION; 
4^PERF0RMANCED BASED EDUCATION; JOB 
TRAINING 

IDENTIFIERS - NEBRASKA 

ABSTRACT - THIS CURRICULUM GUIDE 
IDENTIFIES THE MINIMUM LEVEL OF 
I^CHNICAL COMPETENCIES NEEDED BY 
NEBRASKA STUDENTS IN BUSINESS AND. 
OFFICE EDUCATION. IT IS INTENDED TQ^ 
ASSIST NEBRASKA BUSINESS TEACHERS 
UN PLANNING LEARNING ACTIVITIES AND 
DEVELOPING STRATEGIES TO PREPARE 
STUDENTS FOR ENTRY LEVEL POSITIONS 
IN THE FOLLOWING SIX AREAS: (1) 
ACCOUNTING AND COMPUTING, (2) 
FILING, OFFICE ^ACHINES, AND 
GENERAL OFFI^ CLERICAL, (3) 
INFORMATION COMMUNICATION, (4) 
STENOGRAPHIC, SECRETARIM., AND 
RELATED OCCUPATIONS, (5) 
SUPERVISORY AND ADMINISTRATIVE 
MANAGEMENT, AND 16) TYPING AND 
RELATED OCCUPATIONS. IT IS A SELF- 
CONTAINED DOCUMENT WHICH MAY BE 
USED INDEPENDENTLY OR IN 
CONJUNCTION WITH OTHER SCHOOL 
OBJECTIVES OR CLASS PROGRAMS. THE 
GUIDE DOES NOT INCLUDE TEACHING 
METHOD, MATERIALS, OR EVALUATION. 
FOR EACH AREA OF WORK ACTIVITIES, 
GENERAL WORKER REQUIREMENTS AND 
COMPETENCIES ARE PRESENTED. (KB) 

VT 101 263 

DEVELOPING CAREER EDUCATION. 

• DEVELOPING CAREER EDUCATION IN THE 
SMALL, RURAL SCHOOL. 

MILFORD PUBLIC SCHOOLS, NEBR. 
NEBRASKA STATE DEPT. OF EDUCATION, 
LINCOLN. DIV. OF VOCATIONAL 

ERIC . 



EDUCATION. 
' MF AVAILABLE IN VT-ERIC SET. 
^P.UB DATE - NO 49 P. 

DESCRIPTORS - MNSERVICE EDUCATIONS 
♦CAREER EDUCATION; *ARTICUL ATION 
(PROGRAM); «PRESERVltE EDUCATION; 
. SCHOOL COMMUNITY RELATIONSHIP; 
OCCUPATIONAL INFORMATION; 
♦VOCATIONAL DEVELOPMENT 
IDENTIFIERS - MI^FORO PUBLIC 
SCHOOLS 

ABSTRACT - THIS PUBLICATION 
PROVIDES THE BASIC STEPS AND 
INSIGHTS TO DEVELOPING A PHILOSOPHY 
OF CAREER EDUCATION. IT>ROVIDlES 
CHANGE AGENTS WITHIN LOCAL SCHO0LS 
WITH THE BACKGROUND ANOf RESULTS OF 
THE PROGRAM DEVELOPED IN MILFORD, 
NEBRASKA. THE PUBLICATION IS 
SEPARATED INTO TWO PARTS; THEY AREs 
fl) POSITION STATEMENTS AND 
PHILOSOPHY,. AND (2) PRINCIPLES AND 
PRACTICES IN DEVELOPING CAREER 
EDUCATION. A COMMUNITY RESOURCE 
INSTRUMENT^p A PROGRAM ARTICULATION 
INSTRUMENT, A SAMPLE NEWSLETTER AND 
A LIST OF COMMERCIALLY PREPARED 
MATERIALS ARE APPENDED. (KB) 

VT 101 264 

DEVELOPING CAREER EDUCATION. GRADES 
7-12 INSTRUCTIONAL \JNITS. 

MILFORD PUBLIC SCHOOLS, NEBR^ 
NEBRASKA STATE DEPT. OF EDUCATION, 
LINCOLN. DIV. OF VOCATIONAL 
EDUCATION. ^ 
MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - NO 237P. 

DESCRIPTORS - ^CAREER EDUCATION; 
♦TEACHER DEVELOPED MATERIALS; 
♦CURRICULUM GUIDES; OCCU^ATIXIj^AL 
INFORMATION; VOCATIONAL 
DEVELOPMENT; ♦SECONDARY GRADES; 
INSTRUCTIONAL PROGRAMS; ♦TEACHING 
PROCEDURES 

IDENTIFIERS - NILFORD PUBLIC 
SCHOOLS ^ 

ABSTRACT - THIS BOOKLET CONTAINS A 
SET OF INSTRUCTIONAL UNITS FOR 
DEVELOPING CAREER AWARENESS IN 
GRADES 7-12. EACH UNIT SPECIFIES 
GRADE LEVEL, i/nIT TITLE, 
OBJECTIVES, ACTIVITIES, RESOURClKt 
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EVALUATION AND RELATED ACTIVITIES. 
A SAMPLING OF TOPIQS INCLUDE: PLOT 
OEVELOPHENT, ART OF STORYTELLING, 
BUILDING AMERICA, CHARACTER SfUDY, 
COMMUNICATION SKILLS IN THE 
TELEVISION INDUSTRY, ENVlRO|p0lTAL 
AWARENESS AND POLLUTION, 
CONSERVATION CLUSTER, SKIN CAKE AND 
PROBLEMS, QOSMOTOLOGY LAWS AND 
HEQUIREHENTS, CONSUMER ECONOMICS, 
BUSINESS FORMS, EXPLORATORY 
BUSINESS, AND CLOTHING AND 
TEXTILES. I KB I 

VT 101 265 

DEVELOPING CAREER EDUCATION. GRADES 
K-2 INSTRUCTIONAL UNITS. 

MILFORD PtlBLIC SCHOOLS, NEBR. 
NEBRASKA STATE DEPT. OF EDUCATION, 
LINCOLN. DIV. OF VOCATIONAL 
EDUCATION. 

MF AVAILABLE IN VT-ERIC SET* 
PUB DATE - ND 410P. 

DESCRIPTORS - ♦CAREER EDUCATION; 

♦TEACHER DEVELOPED MATERIALS; 
I *CURRICULUM GUIDES; OCCUPATIONAL 
^INFORMATION; VOCATIONAL 

DEVELOPMENT; INSTRUCTIONAL 

PROGRAMS; ^TE ACHING PROCEDURES; 

♦PRIMARY EDUCATION > 

IDENTIFIERS - MILFOID PUBLIC 

SCHOOLS 

ABSTRACT - THIS BOOKLET CONTAINS A 
SET OF INSTRUCTIONAL UNITS FOR 
DEVELOPING CAREER AWARENESS IN 
GRADES K-2. EACH UNIT SPECIFIES 
GRADE LEVEL, UNIT TITLE, 
OBJECTIVES, ACTIVITIES, RESOURCES, 
EVALUATION AND RELATED ACTIVITIES. 
A SAMPLING OF TOPICS INCLUDE: 
KNOWING MYSELF, HOME ANp FAMILY, MY 
SCHOOL, SCHOOL WORKERlSi BAKERS, 
BARBERS AND BEAUTlCIAlNS , 
HOUSEKEEPING, FOOD AND BEVERAGE 
PREPARATIONL.iJWJ_S£RVICE, DOMESTIC 
ANIMAL CARE, POSTMAN, LIFEGUARD, 
TRANSPORTATION, Ct^IHlNG . 
O CCUP AT I ON S , PUB L iC*^ FR VI Cf # A NO 
BUSINESS AND OFFICE. IKBT ' 
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GUARINO, SAif 

TELE-TECHNIQUES MEAN BUSINESS. 
O fELAND HEIGHTS HIGH SCHOOL, 



OHIO. 

MF AVAILABLE IN VT-ERIC SET. 
DISTRHuTIVE EDUCATION MATERIALS 
LAB.f OHIO STATE UNIV., 1885 NEIL 
AVENUE, 115 TOWNSHEND HALL, 
COLUMBUS, OHIO 43210 
PUB DATE - AUG70 76P. 

DESCRIPTORS - ♦DISTRIBUTIVE 
EDUCATION; ♦CURRICULUM GOIDES; 
♦TELEPHONE INSTRUCTION; TEACHING 
methods; INSTRUCTIONAL ME^IA 

ABSTRACT - THIS MANUAL HAS BEEN 
WRITTEN to HELP THE STUDENT ACQUIRE 
THE PROPER TELEPHONE TECHNIQUES. 
THE MANUAL WAS DEVELOPED: 111 TO 
TEACH A BUSINESS-LIKE MANNER OF 
HANDLING TELEPHONE CALLS, 12) TO 
UNDERSTAND THE FACTORS DESIRABLE 
FOR PROPER TELEPHONE PERSONALITY, 

(3) TO Make the student more 

KNOWLiDlfABLE OF THE TACTFUL 
TECHNiiiBS . EMPLOYED IN TELEPHONE 
SELLir*^*AND (4) TO PROVIDE A 
COMPREHEnIiVE IpENTlFICATION OF 
OTHER TELEPHONE RESOURCES^. TOI^iCS i 
COVERED INCLUDE: ABOUT THE 
TEL^I^HONE, TELEPHONE PERSONALITY, 
TELEPHONE CALLS, TELEPHONE SALES, 
AND TELEPHONE RESOURCES. EACH UNIT 
HAS AIMS AND OBJECTIVES STATED, A 
LIST OF MATERIALS NEEDED BY THE 
INSTRUCTOR, SUGGESTED CONTENT, AND 
rrEACHING SUGGESTIONS* AIDS AND 
ACTIVITIES, AND HANDOUT SHEETS ARE 
APPBIDED. (KB) 

VT lOlo 283 

A CAREER EDUCATION CURRICULAR MODEL 
FOR JUNIOR HIGH SCHOOL STUDENTS AND 
FINAL REPORT. - 

CAESAR RODNEY SCHOOL DISTRICT, 
CAMDEN, DEL. 

MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - ND 237P. 

DESCRIPTORS - ♦CURRICULUM GUIDES; 
♦CAREER education; ♦GRADE 7; ♦GRADE 
a; ♦OCCUPATIONAL INFORMATION 
IDENTIFIERS - CAESAR RODNEY / JUNIOR 
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ABSTRACT - THIS CAREER EDUCATION 
CURRICULAR GUIDE WAS DEVELOPED TO 
GIVE EACH TEACHER SUGGEWIONS AS TO 
HOW ONE MAY PROVIDE EXPOSURE OF 
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CAREER INFORMATION TQ STUDENTS* THE 
^•INFOKMATION IN THE BOOKLET HAY BE 
i USED VERBATIM* OR IT MAY BE U$E.D AS 
A REFERENCE FOR A0APTIN&^ ONE* S OWN 
IDEAS FOR TEACHING ABOUT i^THE . MO RLD 
OF IWRK. THIS TOTALLY INTEGRATE^' 
CURRICULUM CUTS' ACROSS ALL OF Tt^E 
STUDENT "S EDUCATIONAL EXPERIENCES 
AND RUNS THROUGH THE ENTIRE JUNIOR 
HIGH SCHOOL CURRICULUM* GRADES 7 
AND 8t PROVIDING ALL STUDENTS THE 
OPPORTUNITY TO STUDY ALL 
OCCUPATIONAL CLUSTERS • THROUGH 
FIELD TRIPS* HANDS-ON APPROACHESt - 
CLASSROOM EXPLORATION AND RESEARCH* 
STUDENTS ARE PROVIDED THE 
OPPORTUNITY TO EXAMINE MORE CLOSELY 
THOSE CLUSTERS THAT HAVE THE 
GREATESf PERSONAL APPEAL. THE 
FOLLOWING NCURRICULAR AREAS ARE 
COVERED < ART* ENGLISH* HEALTH AND 
PHYSICAL EDUCATION* HOME ECONOMICS* 
INDUSTRIAL ARTS* MATHEMATICS* 
Music* SCIENCE* SOCIAL STUDIES* AND 
SPECIAL EDUCATION. IT IS 
RECOMMENDED* THAT CAREER INSTRXTION 
BE INTEGRATED INTO EACH OF THE . 
ABOVE AREAS FOR A rUNIMUM OF SEVEN 
CLASS HOURS PER SEmON AT VARIOUS 
INTERVALS THROUGHOUT THE YEAR. FOR* 
EACH AREA THE GENERAL PURPOSE* 
PUPIL OBJECTIVES* TECHNIQUES* 
MATERIALS* EVALUATION* AND A UNIT 
REFERENCE ARE PROVIDED. A LIST OF 
RELATED OCCUPATIONS* AN OUTLINE FOR 
SPEAKERS* INSTRUCTIONAL AIDS* AND A 
LIST OF SUGGESTED FIELD TRIPS ARt 
APPENDED. A FINAL REPORT t)N THE 
CAREER EDUCATION CURRICULAR MODEL 
IS ALSO APPENDED. <KB ) 

VT 101 287 ^ 

DRUMMOND* ROBERT J.; VITRO* FRANK 

T • f JkR • > 

LEARNING RESEARCH AND PRINCIPLES AS 
APPLIED TO CLASSROOM LEARNING: PART 
I* 

MAINE UNIV.* ORONO. 
WAINE Rt SEARCH COWDINATING UNIT 
FOR VOCATIONAL -EDUCATfON* AUGUSTA. 
MF AVAILABLE IN VT-ERIC SET. 
RESEARCH COORDINATING UNIT* BUREAU 
OF VOCATIONAL EDUCATION* STATE 
OEPTV OF EDUCATIONAL. AND CULTURAL 
SERVICES* AUGUSTA* MAlKlE 04330 
"^UB DATE - ND 79P. 
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DESCRIPTORS - ♦LEARNING THEORY; 
♦TRANSFER OF TRAINING; ♦CLASSROOM 
TECHNIQUES; ♦INSTRUCTIONAL MEDIA; 
^TEACHING TECHNIQUES; BEHAVIORAL 
OBJECTIVES; REINFORCEMENT 
IDENTIFIERS - MAINE, 

ABSTRACT - THE PURPOSE OF THIS 
MANUAL IS TO PROVIDE VOCATIONAL AND 
TECHNICAL TEACHERS WITH A REVIEW OF 
THE PRINCIPLES OF LEARNING WHICH 
HAVE APPLICATION TO THEIR SUBJECT 
•FIELDS. THE BOOKLET HAS TWO 
SECTIONS: (1» A SELECTED R€VIEW OF 
THE LITERATURE REUTEO TO HOW 
LEARNING THEORY IS APPLIED TO 
INSTRUCTION; AND 12) A LISTING OF 
PRINCIPLES OF LEARNING THAT HAVE 
BEEN IDENTIFIED AS HAVING 
APPLICATION TO CLASSI^OOM TEACHING. 
THIS PRELIMINARY REPORT IS DESIGNED 
TO PROVIDE T€ACKERS WITH AN OUTLINE 
ttF THE COMPONENTS OF A LESSON* 
CATEGORIES OF LEARNING* AND THE 
USES OF CERTAIN INSTRXTIONAL 
MEDIA. (KB) 

VT 101 3^8 

ALTERNATE COOPERATIVE EDUCATION FORir 
TWO-YEAR QUARTER SYSTEM COLLEGES. 
FEASIBILITY RESEARCH AND PROGRAM 
DESIGN* ^ 

FOOTHILL COMMUNITY COLL* DIStRlCT, . 

LOS ALTOS HILLS, CALIF. 

OFFICE OF BD'UCATION CDHEW>* 

WASHINGTON* O.C. 

MF AVAILABLE IN VT-ERIC SET. 

OEC -0-73^6492 

PUB DATE - 15AUG74 123P. 

DESCRIPTORS - ♦VOCATIONAL 
EDUCATION; ♦TECHNICAL EDUCATION; '.. 
♦COMMUNITY COLLEGES; ♦FIELD 
EXPERIENCE PROGRAMS; ♦COOPERATIVE 
EDUCATION; QUARTER' SYSTEM; 
INTERNSHIP PROGRAMS 
IDENTIFIERS -CALIFORNIA 

ABSTRACT - TO DESIGN A MODEL 
COOPERATIVE EDUCATION PROGRAM FOR 
ANY 12-WEEK* QUARTER-SYSTEM* 2-YEAR 
COLLEGE AND TO DESCRIBE T«E \ 
PROCESSES BY WHICH THE DISTRICT AND 
ITS FACULTY* THE COMMUNITY AND ITS " 
EMPLOYERS* AND THE COLLEGES AND 
XHEIR STUDENTS ARE ACCOMODATED IN 

The design was the purpose of the 
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RESEARCH PROJECT REPORTED IN THIS 
DOCUMENT. THE CONCEPT OF 3-MOMTH 
AND 6-MONTH t ALTERNATE TERM* 
COOPERATIVE EDUCATION FIELD 
EXPERIENCE FOR STUDENTS SEEKING TO 
COMBINE EDUCATION CLASSROOM THEORY 
AND CONCEPTS WITH REAL-TINE CAREER 
DEVELOPMENTS OR CAREER EXPLORATION 
OPPORTUNITIES WAS ENDORSED. THE 
APPENDICES FURNISH SURVEYS 
CONDUCTED IN THE COURSE OF STUDY 
PLUS INFORMATION ABOUT THE 
COMMUNITY COLLEGES INVOLVED. 
lAUTHOR/LJ) 

VT lOl 356 

A GLOSSARY OF TERMS FOR BUSINESS 
MANAGEMENT. 

DELAWARE STATE COLL., OOV^R. • 

MF Available in vt-eric set. 

PUB DATE - 74 32 P. / 

/ 

descriptors - *GLOSSARIES; 
♦BUSINESS administration; / 

♦Management / 
iqenttfiers - delaware state 

COLLEGE / 
^ ■ . ' ■, / • 

ABSTRACT - INTENDED FOR USE BY BOTH 
TH£ STUDENT OF MANAGEMENT AND THE 
PRPFESSIONAL IN THE FIELD> THIS 
GLOSSARY OF TERMS IS LIMITED TO 
THOSE WORDS AND TERMS UNIQUE TO THE 
FIELD OF BUSINESS MANAGEMENT. 
DEVELOPED BY A MANAGEMENT CLASS AT 
DELAWARE STATE COLLEGE/ THE 
GLOSSARY CAN ALSO BE USED AS A TOOL 
TO EXPAND THE INDIVIDUAL'S 
KNOWLEDGE OF THE PRINCIPLES, 
FUNCTIONS, AND RESPONSIBILITIES OF 
MANAGEMENT. lAUTHOR/LJI 

J 

VT 101 357 / 
OLIVER, J. DALE 

AN EVALUATION SYSTEM FOR VOCATIONAL 
EDUCATION IN VIRGINIA. FINAL 
REPORT. , / 

VIRGINIA POLYTECHNIC INST. AND 
STATE UNIV., BLACKSBURG. DIV. OF 
VqCATIONAL-TEC/*NICAL EDUCATION. 
OHFICE OF EDUCATION CDHEW), 
WASHINGTON, O/.C. 
MF AVAILABLE/IN VT-ERIC SET. 
PUB DATE - 4UL74 896 P. 
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n^<:f,RIPTOR^ - •EVALUATION; 



/ BUSINESS AND OFFICE 

♦MANAGEMENT INFORMATION SYSTEMS; 
♦BEHAVIORAL OBJECTIVES; 
AGRICULTURAL EDUCATION; AUTO 
MECHANICS; BUSINESS EDUCATION; 
HOMeiAKiNG EDUCATION; DRAFTING 
IDENTIFIERS - VIRGINIA 

ABSTRACT - THIS FINAL REPORT OF AN 
EVALUATION SYSTEM FOR VOCATIONAL 
EDUCATION IN VIRGINIA COVERS THE 
TIME PERIOD FROM FEBRUARY 15, 1971 
TO JUNE 30, 1974. THE PROJECT WAS 
DIRECTED TOWARD SOLVING THE PROBLEM 
OF PROVIDING VALID, TIMELY AND 
f RELIABLE INFORMATION TO USE IN 

EVALUATING, PUNNING AND ACCOUNTING 
FOR FEDERALLY SUPPORTED VOCATIONAL 
AND TECHNICAL EDUCATION PROGRAMS. 
THE MANAGEMENT INFORMATION SYSTEM 
DEVELOPED AND IMPLEMENTED BY THIS 
PROJECT CONTAINED TWO SUBSYSTEMS. 
THE MACRO- SUBSYSTEM WAS DESIGNED TO 
PROVIDE INFORMATION TO LOCAL 
DECI<5I0fl MAKERS. THE RESULTS AND 
ACCOMPL'tSHMENTS ARE AS FOLLOWS: CI) 
> DEVELOPMENT OF A VOCATIONAL 
EDUCATION REPORTING SYSTEM, (2) 
DEVELOPMENT .OF AN ANNUAL AND FIVE , 
YEAR PLANNING DOCUMENT* AND AN 
ANNUA-L EVALUATION PROCEDURE, AND 
<3I THE DEVELOPMENT OF 
APPROXIMATELY 200 UNITS OF 
INSTRUCTION. VARIOUS REPORTS, 
SURVEYS, PLANNING STRATEGIES, AND 
BEHAVIORAL OBJECTIVES ARE APPENDED. 
(KB) 

VT 101 363 
NICHOLS, NATALIE P. 
OPEN SPACE CONCEPT IN BUSINESS 
EDUCATION. FINAL REPORT. 

PENNRIDGE HIGH SCHOOL, PERKASIE, 
PA. 

PENNSYLVANIA RESEARCH COORDINATING 
UNIT FOR VOCATIONAL EDUCATION, 
HARRISBURG. 

MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - 30JUN74 78P. 

DESCRIPTORS - ♦BUSINESS EDUCATION; 
VOCATIONAL EDUCATION: ♦BUSINESS 
EDUCATION FACILITIES; SELF DIRECTED. 
CLASSROOMS; ♦STUDENT CENTERED ^ 
CURRICULUM; ♦CURRICULUM; EDUCATION 
IDENTIFIERS - PENNRIDGE HIGH SCHOOL 

ABSTRACT - IN THE SPRING OF 1974, 
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the pennridge high school business 
education department completed a 
Itnree-.year federally funded study, 
the purpose of the study has to 
discover the relationship between 
open space enviaonhent and the 

EMPLOYABIUTY OF STUDENTS UPON 
GRADUATION. A SERIES OF DIAGNOSTIC t 
ATTITUDE t AND ACHIEVEMENT TESTS 
WERE ADMINISTERED PERIODICALLY. 
EMPLOYERS AND PARENTS WERE POLLED. 
EVALUATION' AND ANALYSIS OF THE 
ACCUMULATED DATA OVER A THREE YEAR 
PERIOD INDICATED THAT AN OPEN SPACE 
ENVIRONMENT HAD THE FOLLOWING 
IMPACT UPON PARTICIPATING STUDENTS: 
<1) THEY WERE MORE SELF>OIRECtED 
AND HIGHLY MOTIVATED AT AN EARLIER 
AGE* 421 ONCE ON THE JOB THEIR 
PRODUCTIVITY INCREASES SOONER, AND 
13) THEIR VOCATIONAL PROFICIENCY 
AND BASIC KNOWLEDGE BECOME A' 
PERSONAL ACHIEVEMENT AND A SOURCE 
OR PRIDE. TESTING SCHEDULES, BASIC 
SKILLS, ATTITUDE INVENTORY, 
NARRATIVE REPORTS, PARENTAL 
QUESTIONNAIRE AND EMPLOYABILI TY 
RECORDS ARE APPENDED. I AUTHOR /KB) 

VT 101 389 

SPOONER, KENDRICK 

VOCATIONAL YOUTH ORGANIZATIONS. ARE 
THEY NEEDED? 
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COLORADO RESEARCH COORDINATING 
UNIT, FT. COLLINS.; COLORADO STATE 
BOARD FOR COMMUNITY COLLEGES AND 
.OCCUPATIONAL EDUCATION, DENVER. 
MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - 30JUN74 85P. 

DESCRIPTORS - ^SURVEYS; * YOUTH 
CLUBS; *VOCATIONAL INTERESTS; 
EVALUATION METHODS 
IDENTIFIERS - COLORADO 

ABSTRACT - THE PRIMARY FOCUS OF 
THIS STUDY WAS TO SECURE EVIDENCE 
TO SUPPORT OR REJECT THE ASSUMPTION 
THAT VOCATIONAL YOUTH ORGANIZATIONS 
ARE AN ESSENTIAL AND NECESSARY PART 
OF SECONDARY VOCATIONAL EDUCATICW 
PROGRAMS IN THE STATE OF COLORADO. 
FIVE POPULATIONS WERE SURVEYED AND 
SPECIFIC QUESTIONNAIRES WERE 
DEVELOPED FOR VOCATIONAL STUDENTS, 
PARENTS, EMPLOYERS, TEACHERS, AND 
^niiTMisTRATORS. THE FINDINGS SHOW 
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AN OVERALL POSITIVE PERCEPTION OF 
VOCATIONAL YOlfTH ORGANIZATIONS BY 
^■^"^^ISI^* TEltHERS, ADMINISTRATORS* 
PARENTS, AND EMPLOYERS. IN 
PRACTICE, THE ALLOCATION OF 
RESOURCES, TIME, MONEY* AND 
FACILITIES INDICATES A LOW PRIORITY 
ON THEi^PART OF SCHOOLS TO SUPPORT 
VOCATIONAL YOUTH ORGANIZATIONS AS 
PART OF THE. VOCATIONAL CURRXCULUN. 
A LIST OF RECOMMENDATIONS* 
OBJECTIVES, INSTRUMENTS AND COVER 
LETTERS ARE APPENDED. CKBI 

VT 101 399 
CHIALTAS, CHRIST T. 
SELECTED BUSINESS EDUCATION 
CURRICULUM STANDARDS AND PRACTICES 
IN UNITED STATES PUBLIC SKliNDARY 
SCHOOLS, SPRING,^ 1972. 



DOCUMENT NOT AVAILABLE IN VT-ERIC 
SET, _ 
PUB DATE - 73 219P. ED.D. THESIS* 
CALIFORNIA UNIV. , LOS ANGELES. 

DESCRIPTORS - ^SECONDARY SCHOOLS; 
"^CURRICULUM^ DEVELOPMENT; ^BUSINESS 
EDUCATION; *QUESTI0NNAIRCSJ 
♦ACADEMIC STANDARDS; DOCTORAL 

THESES 

ABSTRACT - FOR THtS PROJECT* STATUS 
INFORMATION ABOUT STANDARDS OF 
CURRICULUM EXCELLENCE AND THE 
CORRESPONDING LEVELS OF PRACTICE IN 
SECONDARY BUSINESS EDUCATION WERE 
ASCERTAINED AND THE 
INTERRELATIONSHIPS BETWEEN THESE 
STANDARDS AND PRACTICES WERE THEN 
EXAMINED. SPECIFICALLY* THE 
DIFFERENCES BETWEEN THE PERCEPTIONS 
OF LEADERS IN THE FIELD OF BUSINESS 
EDUCATION AND BUSINESS DEPARTMENT 
CHAIRMEN WERE STUDIED. THE 
NECESSARY DATA WAS COLLECTED BY 
MEANS OF A MAILED OPINIONNAIRE . ■ 
FROM THE RESULTS OF ANALYSIS OF THE 
OPINIONNAIRE, THE RESEARCHER 
CONCLUDED THAT BUSINESS EDUCATION, 
CURRICULUM PRACTICES WERE FAR FROM ^ 
ADEQUATE. IT WAS RECOMMENDED THAT 
FURTHER RESEARCH PROJECTS BE 
INITIATED ON THE STATE AND LOCAL 
LEVELS COMPARABLE TO THIS NATIONAL 
STUDY, AND THAT THE RESULTS OF THIS 
STUDY BE USED TO IMPROVE^BUSINESS 
EDUCATION CURRICULUM. A 
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BIBLIOGRAPHY IS FURNISHED AND THE 
ARPENOIXES INCLUDE COPIES OF THE 
HATEftlALS USED IN CONDUCTING THE 
S/rUDV • ' .( AUTHOR/L J ) 

VT 101 401 

Syllabus and- curriculum development 

FOR medical TYPEHRITlNGt UTILIZING 
AN INDIVIDUALIZED INSTRUCTIONAL 
APPROACH. FINAL REPORT. 

NORTH CENTR)^ TECHNICAL INST.* 
WAUSAUt WIS. 

WISCONSIN STATE BOARD OF 
VOCATIONALff TECHNICAL t AND ADULT 
EDUCATlONt MADISON.; OFFICE OF 
EDUCATION (DHEW)» WASHINGTON* D.C. 
NF AVAILABLE IN VT-ERIC SET. 
PUB DATE - AUG73 122P. 



DESCRIPTORS - ^CURRICULUM GUIDES; 
♦TYPEWRITING; «INDI VIDUALIZED 
INSTRUCTION; ^SECRETARIES ; «MEDICAL 
RECORD TECHNItlANS; MEDICAL CASE 
HISTORIES; RECORDKEEPING; MB>ICAL 
VOCABULARY 

IDENTIFIERS - NORTH CENTRAL 

technical institute 

abstract - this individualized 
instructional booklet con^^ains a 
course syllabus* assignment sheetst 
and slide tape presentations for a 
course in medical typing. the 
materials in the booklet are to be 
used with medical typing by root 
am) byers. the approximate length 
of time required to complete the 
course is 45 hours. medical 
typewriting i contains a total of 
87 assignments which are divided 
into 16 main sections. the sections 
arex cardiology; thoracic medicine; 
dermatology; eye» ear t nose, 
throat; diabetes; urology; 
endocrinology; mental health; ' 
gynecology and obstetrics; 
pediatrics; gastroenterology: 
chemotherapy; orthopedics; 

neurology; GENERAL REVIEW TRACK I; 
AND GENERAL REVIEW TRACK II. THE 
OBJECTIVES OF THE MEDICAL TYPING I 
COURSE ARE: (1) FAMILIARITY WITH 
MtDICAl, TERMS USED IN ARTICLES, 
REPORTS, CASE HISTORIES, AND 
CORRESPONDENCE; (2) TO TYPE 5 0 
WORDS PER MINUTE WITH 1.5 ERRORS 
of-D MINUTE ON STRAIGHT COPY TYPING 
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MEDICAL-ARTICLES, REPORTS, AND CASE 
HISTORIES IN CORRECT FORM, AND (3) 
TO TYPE MEDICAL CORRESPONDENCE AT A( 
MINIMUM RATE OF 19 WORDS PER MINUTE 
WITH A HIGH DEGREE OF ACCURACY. 
GRADING SCALES, GRADING 
PERCENTAGES, AND INSTRUCTIONS ARE 
PROVIDED. 1KB) ^ 

VT 101 402 

INDIVIDUALIZED LARGE TYPING CLASS 
INSTRUCTION. INTERIM EVAI^UAI^ON 
REPORT. 
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BERKELEY SCHOOL DISTRICT, M0.\ 
MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - 30AUG73 16P. 

DESCRIPTORS - >»INOI VI DUALIZED 
INSTRUCTION; ^TYPEWRITING ; •HIGH 
SCHOOLS; *CURRICULUM EVALUATION; 
INFORMATION DISSEMINATION 
IDENTIFIERS - MISSOURI 

ABSTRACT - THIS INTERIM REPORT 
DETAILS EACH OF THE OBJECTIVES FOR 
INDIVIDUALIZED INSTRUCTION IN 
TYPING CLASSES IN THE BERKELEY 
(MISSOURI) SCHOOL DISTRICT ALONG 
WITH ACTIVITIES AND EVALUATION FOR 
EACH OBJECTIVE. THE OBJECTIVES 
INCLUDE REDUCING FAILURES IN TYPING 
CLASS TO SEVEN PERCENT, RAISING THE 
AVERAGE GRADE IN FIRST-YEAR TYPING 
CLASSES 10 PERCENT, AND INCREASING 
THE AMOUNT OF INSTRUCTION IN 
BUSINESS EDUCATION PER STUDENT BY ' 
15 PERCENT. DISSEMINATION 
ACTIVITIES INCLUDE PUBLICATIONS, 
MEETINGS AND CONFERENCES, AND 
CLASSROOM OBSERVATIONS BY OTHER 
SCHOOLS. (LJ) 

VT 101 406 

SHIPP, JEANETTA C. 

CAREER AWARENESS K-6 (ELEMENTARY). 
DICTIONARY OF OCCUPATIONAL TITLES. 

OKLAHOMA STATE BOARD OF VOCATIONAL 
EDUCATION, STILLWATER. 
OFFICE OF EDUCATION IDHEW), 
WASHINGTON, D.C; OKLAHOMA STATE 
DEPT. OF VOCATIONAL AND TECHNICAL 
EDUCATION, STILLWATER. CURRICULUM 
AND INSTRUCTIONAL MATERIALS CENTER. 
MF AVAILABLE IN VT-ERIC SET. 
0EG-0-72-'-4682 

OKLAHOMA STATE DEPT. OF VXATIONAL 
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J^HO TECHNICAL EDUCATION, CUKRICULUH 
AND INSTRUCTIONAL MATERIALS CENTER, 
1515 W. SIXTH AVENUE, STILLWATER, 
OKLAHOMA 74074 ($3.25) 
PUB DATE - 74 29 9P. 

DESCRIPTORS - ^ELEMENTARY GRADES? 
♦CAREER EDUCATION; ♦DICTIONARIES; 
♦OCCUPATIONAL CLUSTERS 
IDENTIFIERS - OKLAHOMA 

ABSTRACT - THIS HANDBOOK WILL AID 
PUPILS IN ELEMENTARY SCHOOL TO 
BECOME AWARE OF THE OCCUPATIONAL 
CLUSTERS THAT THEY WILL BE STUDYING- 
IN GREATER DEPTH DURING JUNIOR AND 
SENIOR HIGH SCHOOL* THIS 
PUBU CATION SHOULD BE USED TO FOCUS 
ATTENTION ON AWARENESS OF 
OCCUPATIONS RATHER THAN CHOICE, TO 
GENERATE EXCITEMENT RATHER THAN 
PRODUCTION, AND TO EXPOSE PUPILS TO 
DIFFERENT LIFE STYLES, CAREER 
PATTERNS, AND EDUCATIONAL 
EXPERIENCES THAT ENHANCE THE 
INDIVIDUAL. THE HANDBOOK IS 
INTENDED FOR USE WITH THE CAREER 
AWARENESS GUIDE "I CAN BE ME FROM A 
TO Z." THIS DOCUMENT IS ORGANIZED 
AROUND THE FOLLOWING 15 MAJOR 
OCCUPATIONS: AGRI-BUSINESS AND 
NATURAL RESOURCES, BUSINESS AND 
OFFICE, COMMUNICATIONS AND MEDIA, 
CONSTRUCTION, CONSUMER AND 
HOMEMAKING EDUCATION, ENVIRONMENTAL 
CONTROL, FINE ARTS AND HUMANITIES, 
HEALTH, HOSPITALITY AND RECREATION, 
MANUFACTUKING, MARINE SCIENCE, 
MARKETING AND DISTRIBUTION, 
PERSONAL SERVICE, PUBLIC SERVICE, 
AND TRANSPORTATION. (AUTHOR/LJ) 

VT 101 409 

DfcVELOPMENT OF OFFICE SIMULATION 
PROGRAMS FOR ACCOUNT CLERK AND 
CLERK TYPIST PROGRAMS.' 

GATEWAY TECHNICAL INST., KENOSHA, 
WIS. 

MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - JUL74 I OP. 

• DESCRIPTORS - ♦SIMULATION; 
♦SIMULATED ENVIRONMENT; ♦CLERICAL 



OCCUPATIONS; POST SECONDARY 
EDUCATION; BUSINESS EDUCATION; 
OFFICES (FACILITIES) 
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ABSTRACT - THIS DOCUMENT REPORTS 
THAT AFTER CONSIDERATION OF SEVERAL 
COMMERCIALLY AVAIUBLE SIMULATION 
PACKAGES, APEX, BY THE 3-M COMPANYt 
WOULD BEST MEET THE NEEDS OF POST- 
SECONDARY VOCATIONAL EDUCATION* 
APEX IS PARTICULARLY APPLICABLE TO 
CLERICAL PROGRAMS SUCH AS THE 
ACCOUNT CLERK AND CLERK TYPIST 
PROGRAMS. OTHER ACTIVITIES IN THE 
DEVELOPMENT OF OFFICE SIMULATION 
PROGRAMS INCLUDED STUDYING AND 
PURCHASING OFFICE FURNITURE AND 
EQOIPMENT. (LJ) 

VT 101 412 

BLAIR, MARGARET, ED.; LAW, GORDON* 
ED. 

INTRODUCTION TO VOCATIONS. A 
TEACHERS GUIDE. 

RUTGERS, THE STATE UNIV., NEW 
BRUNSWICK, N.J* CURRICULUM LAB* 
NEW JERSEY STATE DEPT. OF 
EDUCATION, TRENTON. DIV. OF 
VOCATION/^ L EDUCATION. 
MF AVAILABLE IN VT-ERIC SET* 
PUB DATE SE^73 443 P* 

DESCRIPTORS - ♦STATE CURRICULUM 
GUIDES; ♦TEACHING GUIbES; ♦CAREER 
EDUCATION; ♦CAREER PLANNING; 
OCCUPATIONAL INFORMATION 
IDENTIFIERS - NEW JERSEY 

ABSTRACT - THIS TEACHING GUIDE IS 
FOR USE IN THE CURRICULUM OF THE 
NEW JERSEY PUBLIC SCHOOLS WHERE 
CAREER EXPLORATION IS IMPLEMENTED 
INTO THE JUNIOR HIGH SCHOOL GRADES* 
AN INTRODUCTION DIRECTED TO SCHOOL 
ADMINISTRATORS CONCERNS. fUNDING 
REQUIREMENTS AND DETAILS^^OR 
MEETING STATE STANDARDS IN SUCH 
MATTERS AS TEACHER CERTIFICATION* 
COST OF INSTRUCTION, SPENDING 
ALLOWANCES, SPEAKER INFORMATION, 
AND FIELD TRIP PROCEDURES* THE 
MODULES, HERE CALLED CYCLES, 
PROVIDE CURRICULUM MATERIALS FOR A 
NUMBER OF UNITS WHICH MAY BE USED 
SELECTIVELY. THEY COVER SIX AREAS: 
(1) KNOW YOURSELF, (2) BUSINESS 
EDUCATION, (3) HEALTH SERVICES, I4> 
HOME ECONOMICS, 15) INDUSTRIAL 
ARTS, AND (6) SCIENCES* EACH CYCLE 
CONTAINS AN INTRODUCTION, 
OBJECTIVES, SUBJECT MATERIALS* 
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ASSIGNMENTS t AND A DAY-TO-€AY 
PROCEDURES GUIDE. R^SGURCF 
MATERIALS AND A BIBLIOGRAPHY ARE 
INCLUOEB. CMU) 1 



VT 101 415 

FROBOSEt DkNlSE C. 
HANDBOOK OFy:AREER 
RESOURCES. ^ 
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RUTGERS t THE STATE UNIV.* NEW 
BRUNSWICK r N.J. CURRICULUM LAB. 
NEW JERSEY STATE DEPT. OF ^ 
EDUCATION* TRENTON. DIV. OF 
VOCATIONAL EDUCATION. 
MF AVAILABLE IN VT~ER IC SET* 
PUB DATE - N0V74 166P. 

DESCRIPTORS - ♦INFORMATION SOURCES; 
♦RESOURCE MATERIALS; ♦RESOURCE 
guides; ♦CAREER EDUCATION; 
♦OCCUPATIONAL CLUSTERS; MANUALS; 
INSTRUCTIONAL MATERIALS 

ABSTRACT - THIS PUBLICATION LISTS 
INSTRUCTIONAL RESOURCES FOK CAREER 
EDUCATION. MATERIALS HAVE BEEN 
ORGANIZED IN TERMS OF THE 15 
OCCUPATIONAL CLUSTfeRS DEVELOPED BY 
TME U.S. OFFICE OF EDUCATION. A' 
LliSTING OF JOB FAMILIES AND. TYPICAL 
OCCUPATIONS WITHIN EACH CLUSTER 
PROVIDES EASY ACCESS TO THE 
RESOURCE LISTING WHICH FOLLOWS. 
MATERIALS LISTED INCLUDE TEACHING 
AIDSt FILMS* PAMPHLETS* AND 
ORGANIZATIONS. (A>JTHOR/MU) 

VT 101 421 

BADEN* CONNIE: PRUSS, PAT 

CAREER POSSIBILITIES AFTER TAKING 

BUSINESS COURSES. 

OMAHA PUBLIC SCHOOLS* NEBR. DEPT. 

OF VOCATIONAL EDUCATION. 

BUREAU OF OCCUPATIONAL AND ADULT 

EDUCATION (DHEW/OE)* WASHINGTON* 

O.C. 

MF AVAILABLE IN VT-ERIC SET. 
OEG-0-71-4661 (361 I , 
PUB DATE - JUL74 13P. 

DESCRIPTORS - ♦CAREERS; ♦BUSINESS 
EDUCATION; ♦HIGH SCHOOL STUDENTS; 
BOOKKEEPING; ACCOUNTING; OFFICE 
PRACTICE; OFFICE MACHINES; 
STENOGRAPHY; TYPEWRITING 
IDENTIFIERS - OMAHA PUBLIC SCHOOLS 



ABSTRACT - THE MATERIALS IN THIS 
UNIT ARE JNTENDED FOR USE BY 
TEACHERS AND rrUOENTS IN BUSINESS 
COURSES. EACH VrUDEfilT WILL RECEIVE 
A CHART INFORMING HIM OR HER OF THE 
CAREER PtlSSIBlL^JIES AFTER 
COMPLETING A BUSINESS COURSE. THE ^ 
MATERIALS ARE INTENDED TO 
SUPPLEMENT CLASSROOM ACTIVITIESjW^^V 
THE VARIOUS BUSINESS COURSES. >P' > 
CHARTS* LEilRNING ACTIVITIES AND ^ 
AVAILABLE MEDIA ARE PRESENTEp. ^KB)< 

VT 101 442 " 
OCCUPATIONAL INFORMATION SERVICE 
CONTRACT. FINAL REPORT. ^ 

DES MOINES AREA COMMUNITY COLL.* 
ANKENY* IOWA.; IOWA STATE DEPT. OF 
PUBLIC INSTRUCTIONiv DES MOINES. 
MF AVAILABLE IN V^F-ERIC SET. 
PUB DATE - 74 49P. 

•t ■ • . .V. 

DESCRIPTORS - ♦OCCUPATIONAL 
INFORMATION; ♦INFORMATION SERVICES; 
♦VOCATIONAL EDUCAfiON 




ABSTRACT > THE Dm^iPVPr VBtlFI ES 
THE FULFILLMENT OF A CONTRACT TO 
PROVIDE OCCUPATIONAL INFORMATION 
SERVICE MATERIALS. INCLUDED ARE 
STATEMENTS OF SCRIPT REVIEWS; 
CATEGORIES OF OCCUPATIONS; SAMPLE 
•scripts OF 15 , OCCUPATIONAL 
CLUSTERS* ONE ADAPTED FOR USE ON 
THE COMPUTER. LISTS OF SCHOOLS FOR 
WHICH SERVICES WERE PROVIDED AS 
WELL A»^AN OUTLINE OF A 
DEMONSTRATION FOR COMPUTERIZING 
IOWA SCRIPT MATERIALS AND A SOURCE 
FOR ADDITIONAL INFORMATION. (MU) 

VT 101 444 

ZERO IN ON COOPERATIVE VOCATIONAL 
EDUCATION TRAINING AGREEMENTS. 

OFFICE OF EDUCATION (DHEW)* 
WASHINGTON* O.C. 
MF AVAILABLE IN VT^ERIC SET. . 
PUB DATE - JAN74 36P . 

DESCRIPTORS - ♦COOPERATIVE 
EDUCATION; ♦SCHOOL INDUSTRY 
RELATIONSHIP: ♦CONTRACTS; 
SPECIFICATIONS 

AB^RACT - THIS PUBLICATION IS 
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INTENDED TO ENCOURAGE STATES AND 
LOCALITIES TO GIVE FURTHER 
C(y*SI DERATION TO THE DEVELOPHENT 
AND UTILIZATION OF TRAINING 
AGflEEMENTS IN THE CONDUCT OF 
CQPPERATIVE VOCATIONAL EDUCATION 
. *»RO€RAMS. BY WAY OF EXAMPLE AND 
ILLUSTRATION, TWELVE 
AGREEMENTS WERE IDEftoKTlS^TOR USE 
IN THIS PUBLICATION.^ 
INFORMATION CONTAINED* IN THIS 
PUBLICATION MAY BE VIBWED AS A FORM 
OF TECHNICAL ASSISTANCE. 
( AUTHOR/KB > 

VT ioi 453 

VOCATIONAL EDUCATION STATE 
INSTRUCTIONAL MATERIALS FOR OFFICE 
OCCUPATIONS. REVISED 1974. 

OKLAHOMA STATE DEPT. OF VOCATIONAL 
AND TECHNICAL EDUCATION, 
STILLWATER. CURRICULUM AND 
INSTRUCTIONAL MATERIALS CENTER. 
OFFICE OF EDUCATION (DHEW), 
WASHINGTON, D.e. 
MF AVAILABLE IN VT-ERIC SET. 
OEG-0-72-4682 
PUe DATE - 7A 4AP. 

DESCRIPTORS - *ANNOTATED 
BIBLIOGRAPHIES; ♦ABSTRACTS; 
♦VOCATIONAL EDUCATION; 
♦INSTRUCTIONAL MATERIALS; ♦OFFICE 
OCCUPATIONS 

ABSTRACT - THIS ANNOTATED LISTING 
OF dURRICULUM MATERIALS FOR OFFICE 
OCCWUTIONS IS PROVIDED IN ORDER TO 
APPRllSE PLANNERS, ADMINISTRATORS, 
VOCATIONAL EDUCATORS AND OTHERS 
INTERESTED IN OFFERING Ott INVOLVED 
IN VOCATIONAL PROGRAMS 0# THE 
AVAILABLE CURRICULUM MATERIALS 
DEVELOPED BY VARIOUS STATtS. T><E 
CUK.RICULUM MATERIALS HAVE BEEN 
IDENTIFIED WITH THE INSTRUCTIONAL 
TITLES AND CODES FROM THE 
CLASSIFICATION SYSTEM OF THE OFFICE 
OF EDUCATION. THE TITLE OF THE 
DOCUMENT, PUBLICATION DATF, THE' 
NUMBER OF PAGES, PRICE, AND A 
SUMMARY OF THE CONTENT IS PROVIDED 
FOR EACH ANNOTATION. (KB) 

VT 101 463 

A CURRICULUM GUIDE FOR A CAREER 
EXPLORATION PROGRAM I N TH E 
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MIDDLE/JUNIOR HIGH SCHOOLS OF 
GEORGIA FOR BUSINESS EDUCATION 
EDUCATORS. 

GEORGIA STATE DEPT. OF EDUCATION, 
ATLANTA. DIV. OF VOCATIONAL 
EDUCATION.; GEORGIA STATE UNIV., 
ATLANTA. 

MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - 30JUN72 211P. 

DESCRIPTORS - *S TATE CURRICULUM 
GUIDES; ♦TEACHING GUIDES; ♦CAREER 
EDUCATION: ♦GRADE 8; ♦CAREER 
PLANNING 

IDENTH^IERS - GEORGIA 

ABSTRACT - THIS STATE CURRICULUM 
GUIDE FOR THE JUNIOR MICH SCHOOLS 
OF GEORGIA CONTAINS TEACHING GUIDES 
FOR MINI-COURSES IN GRADE 0 FOR 
OCCUPATIONAL EXPLORATION OF 
CLERICAL AND SECRETARIAL, 
MANAGEMENT AND. FINANCE, MARKETING 
AND SALES, AND DATA PROCESSING 
OCCUPATIONS. THE GUIDE IS PART OF A 
STATE EFFORT TO PROVIDE STUDENTS 
WITH LEARNING ACTIVITIES IN CAREER 
EDUCATION. SELF-AWARENESS AND 
KNOWLEDGE OF OCCUPATIONAL AND 
EDUCATIONAL OPPORTUNITIES, 
DECISION-MAKING SKILLS* AND 
ATTITUDES TOWARD WORK ARE SOUGHT TO 
PROVIDE THE ADOLESCENT WITH TOOLS 
FOR VOCATIONAL DEVELOPMENT. THE 
TEACHING GUIDES FOR THE MINI- 
COURSES PROVIDE A 4-COLUMN FORMAT 
OF OBJECTIVES, LEARNING 
EXPERIENCES, INSTRUCTIONAL 
RESOURCES, AND SUGGESTED 
EVALUATION. (MU) 

VT 101 476 

A NATIONAL ANNOTATED BIBLIOGRAPHY 
OF CURRICULUM MATERIALS IN 
VOCATIONAL AND CAREER EDUCATION. 

ILLINOIS STATE BOARD OF VOCATIONAL 
EDUCATION AND REHABILITATION, 
SPRINGFIELD. DIV. .OF VOCATIONAL AND 
TECHNICAL EDUCATiIdN. 
OFFICE OF EDUCATION fDHEW), 
WASHINGTON, D.C. 
MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - ND 828P. 

DESCRIPTORS - ♦ANNOTATED 
BIBLIOGRAPHIES; ♦ABSTRACTS; 
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« INSTRUCTIONAL MATERIALS;. 
♦VOUTIONAL EDUCATIGN; *CAREER 
EDUCATION; HEALTH OCCUPATIONS; 
PRESCHOOL EDULATION; PUBLIC SERVICE 
OCCUPATIONS; ADULt EDUCATION; 

harketing; business education . 

abstract - this NATIONAL ANNOTATED 
BIBLIOGRAPHY LISTS CURRICULUN 
MATERIALS kfHICH ARE AVAILABLE IN 
THE AREAS OF VOCATIONAL AND CAREER 
INFORMATION. THE AREAS COVERED 
include: applied BIOLOGICAL AND 
AGRICULTURAL OCCUPATIONS; BUSINESS. 
MARKETING, AND MANAGEMENT 
OCCUPATIONS; HEALTH OCCUPATIONS; 
INDUSTRIAL ORIENTED OCCUPATIONS; 
PERSONAL AND PUBLIC SERVICE 
OCCUPATIONS; PRESCHOOL THROUGH 
GRADES 6; GRADES 7 AND 8. GRADES 9 
AND lO; GRADES 11 AND 12; GRADES 13 
AND 14; ADULT EDUCATION; 
HANDICAPPED STUDENTS; DISADVANTAGED 
STUDENTS; CAREER EDUCATION; COMMON 
TO ALL AREAS; TEACHER-€DUCA TOR; 
STATE AGENCY PERSONNEL; 
OCCUPATIONAL EDUCATION 
A^DMINISTRATOR; AND LOCAL AGENCY 
GUIDANCE PERSONNEL. EACH ABSTRACT 
CONTAINS THE TITLE OF MATERIALS, 
NAME OF DEVELOPERS, TYPE OF 
MATERIAL, FOR STUDENT USE,, TARGET 
LEVEL OF STUOENTt FOR PROFESSIONAL 
USE, TRAINING REQUIRED TO USE 
MATERIALS, CONSULTING SERVICES, 
COPYRIGHTS, COST, ORDERING 
INFORMATION, AND THE ABSTRACT. 1KB) 
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GREGORY, RICHARD B» 
SELF-INSTRUCTIONAL COURSE 
ELEMENTARY TYPEWRITING II 
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MF AVAILABLE tN VT-ERIC SET. 
Put DATE - SEP71 70P. 

DESCRIPTORS - ♦AUTO INSTRUCTIONAL 
AIDS; *COMMUNITY COLLEGES* 
♦ TYPEWRITING; ♦.TYPISTS; ♦BUSINESS 
CORRESPONDENCE; BUSINESS eOXATION 
IDENTIFIERS - CENTRAL PIEDMONT 
COMMUNITY COLLEGE 

ABSTRACT - THIS IS A COURSE IN 
•ELEMENTARY TYPEWRHING II. IT IS 
DESIGNED TO- BE OF A SELF-PACING . 
NATURE— ONE IN WHICH THERE IS NO 14^ 
REQUIREMENT AND IN WHICH THE 



STUDENT SETS THE PACE AT WHICH HE 
WANTS TO PROGRESS. OBJECTIVES ARE 
ESTABLISHED FOR EACH LESSON AND 
SPECIFIC, DETAILED INSTRUCTIONS FOR 
EACH PART OF THE LESSON BEEN 
WRITTEN. THIS COURSE CONSISTS OF 
LESjiONS 4S-87 OF COLLEGE 
TYPEWRITING, 8TH EDITION, BY 
LESSENBERRY, WANOUS, AND DUNCANt 
P.UBLISHED BY SOUTH-WESTERN 
PUBLISHING COMPANY. IN ADOltlON TO 
THE TEXTBOOK, LABORATORY MATERIAL^ 
FOR DIVISION 1 AND 2 MUST ALSO BE 
PURCHASED. TOPICS COVERED irk: LUDES 
TABULATION AND WORD DIVISION, 
BUSINESS LETTERS, AND OUTLINES AND 
MANUSCRIPTS. PRODXTION TESTS AND 
THEORY QUIZZES ARE PROVIDED AFTER 
EACH UNIT. (KB) 
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MASON, EMMETT E.-, ED. 
VOCATIONAL TEACHER EDUCATION AT 
CENTRAL MICHIGAN UNIVERSITY. ^NUAL 
REPORT 1973-1974. W 



CENTRAL MICHIGAN UNIV., MOUNT 
PLEASANT. 

MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - 74 65P. 

DESCRIPTORS - ♦PERFORMANCE BASED 
TEASER education; ♦HOME ECONOMICS; 
♦BUSINESS education; ♦INDUSTRIAL 

education; ♦course objectives; 
curriculum; teacher education 
curriculum; vocational education 
teachers 

identifiers - central michigan 
university 

abstract - the purpose of this 
report on vocational teacher 
education at central michigan 
university is to describe 
activities and present information 
which relates to funding obtained 
from the- michigan state department 
of. education. the major concern was 
the development of a competency 
based curriculum with sets of 
performance objectives for: home 
economics, business educah on, 
stenography, shorthand dictation, 
shorthand dictation and 
transcription, beginning 
typewriting, intermediate 
typewriting, advance typewriting, 
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AND INDUSTRIAL EDUCATION. INCLUDED 
IN THE DOCUMENT ARE COURSE 

• DESCRIPTlONSf PROGRAM GO^LSt 
PERFORHANCE OBJECTIVES AND A 
CHECKLIST OF DUTIES AND TASKS OF A * 
CONSUMER -HOM EH AK I NO TEACHER. 
(AUTHOR/KB) 

VT 101 536 

RHETTt NANCY, COMP. , AND OTHERS m 
ABSTRACTS OF EXEMPLARY PROJECTS IN 
VOCATIONAL EDUCATION. 

BUREAU OF OCCUPATIONAL AND ADULT 
EDUCATION (DHEW/OE)f WASHINGTON, 
D.C. 

MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - JUN74 184P. 

OE.SCRIPTORS - ♦ABSTRACTS; 
♦VOCATIONAL EDUCATION; «CAREER 
EDUCATION; DEVELOPMENTAL PROGRAMS; 
♦DEMONSTRATION PROJECTS 

ABSTRACT - THE PURPOSE OF THE JUNE 
1974 BOOKLET IS TO PROVIDE 
INFORMATION ON THE SECOND THREE- 

^YEAR ROUND OF EXEMPURY PROJECTS. 

^ THESE SECOND ROUND PROJECTS ARE 
UTIUZING THE SECTION 142 (C) 
FUNDING FOR FISCAL YEARS 1973, 
1974t AND 1975. THIS BOOKLET 
PROVIDES OVERALL BACKGROUND 
INFORMATION ON THE VOCATIONAL 
EXEMPLARY PROJECTS, AS WELL A S AN 
ABSTRACT OF THE ACTIVITIES BEING 
UNDERTAKEN IN EACH INDIVIDUALIZED 
PROJECT OF THE SECOND THREEt-YEAR 
ROUND. EACH ABSTRACT CONTAINS: 
ADMINISTRATIVE STRUCTURE, PROGRAM 
DESIGN, PROGRAM COMPONENTS, UNIQUE 
FEATURES, AND SITE INFORMATION. 
CKB} 

VT 101 581 

MINIMUM LEVELS OF TECHNICAL 
COMPETENCY STANDARDS OF BUSINESS 
AND OFFICE EDUCATION PROGRAMS IN 
NEBRASKA, JUNE 1, 1973-MAY 31, 
1974. FINAL REPORT. 

KEARNY STATE COLL., NEBR. 
^NEBRASKA STATE DEPT. OF EDUCATION, 
P LINCOLN. DIV. OF VOCATIONAL 

EDUCATION.; NEBRASKA OCCUPATIONAL 

NEEDS RESEARCH COORDINATING UNIT, 

LiKlCOLN. 

MF AVAILABLE IN VT-ERIC SET. 



PUB DATE - 74 103P. 

DESCRIPTORS - ♦BUSINESS EDUCATIONS 
♦BUSINESS EDUCATION TEACHERS! 
♦BUSrTNESS SKILLS; INSERVICE TEACHER 
EDUCATION; TEACHER EDUCATION 
CL(RKICULUM " 
■* 

ABSTRACT - A SURVEY OF BUSINESSESr' 
TEACHERS, CURRICULUM DEVELOPMENT 
CONSULTANTS, AND EMPLOYEES 
DETERMINED THE COMPETENCIES WHICH 
WERE INTEGRATED INTO THE BUSINESS 
EDUCATION CURRICULUM- GUIDES 
PRODUCED. GUIDEJ WERE IMPLEMENTB) 

«R THE FOLLOMlllG SIX AREAS OF 
SINESS EDUCATIONS II) ACCOUNTING 
AND COMPUTING, (2)' OFFICE MACHINES 
A N(D GENERAL OFFICE CLERICAL, (3) 
INFORMATION COMMUNICATION, (4) 
STENO^^RAPHIC AND SECRETARIAL, (5) 
SUPERVISORY AND MANAGEMENT, AND 16) 
TYPING AND RELATED.- RESEARCH ST|LL 
NEEDS TO BE DONE ON TEACHING ' 
METHODS TO TRANSFER THE 
COMPETENCIES FROM THE INSTRUCTOR TO 
THE STUDENT. IT WAS RECOMMENDED 
THAT THESE GUIDES BE INCORPORATED 
INTO INSERVICE TRAINING FOR 
BUSINESS AND OFFICE EDUCATORS AND 
BE UPDATED PERIODICALLY WITH TRENDS 
IN EDUCATION AND INDUSTRY.- 
(AUTHOR/MU) 

VT 101 615 

PIETERSE, CHARLES 

WORLD OF WORK, VOLUME IV, 

INDUSTRI0L06Y PLANBOOK. FINAL 

REPORT. 

CONTOOCOOK -VALLEY REGIONAL SCHOOL 
DISTRICT, PETERBOROUGH, N^H. 
BUREAU OF OCCUPATIONAL AND ADULT 
EDUCATION fDHEW/OEl ,. WASHINGTON, 
D.C. 

MF iTVAILABLE IN VT-ERIC SET. 
PUB DATE - JUN73 210P. 

■DESCRIPTORS - ♦PERFORMANCE 
CRITERIA; *LESSON PLANS; 
♦VOCATIONAL EDUCATION; ♦INDUSTRIAL 
EDUCATION; HONE ECONOMICS 
EDUCATION; HEALTH OCCUPATIONS; 
BUSINESS EDUCATION; ♦DEVELOPMENTAL 
PROGRAMS ' 
IDENTIFIERS - NEW HAMPSHIRE; WORLD 
OF WORK 
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ABSTRACT - THIS DOCUMENi CONSISTS 
OF LESSON OUTLINES AND LISTS OF 
PERFORMANCE CRITERIA FO^ 
INOUSTRlALf HOME ECONOMICS* HEALTH* 
AND BUSINESS OCCUPATIONS* AMONG 
OTHERS* GRADES 7 AND 8 AS WELL AS 
FIRST AND SECOND YEAR VXATIONAL 
GRADES ARE INCLUDED. NO TABLE OF 
CONTENTS IS PROVIDED. ILJ) 

•VT 101 626 

TRAINING PLANS FOR COOPERATIVE 
OFFICE EDUCATION. A GUIDE. 

VIRGINIA STATE DEPT. OF EDUCATION* 
RICHMOND. DIV. OF VOCATIONAL 
EDUCATION. 

HF AVAILABLE IN VT-ERIC SET. 
PUB DATE - AUG74 196P. 

DESCRIPTORS - *OFFICE OCCUPATIONS 
EDUCATION; ^COOPERATIVE EDUCATION; 
'^OCCUPATIONAL CLUSTERS; 4rwORK 
EXPERIENCE PROGRAMS; ^TEACHING 
GUIDES; JOB SKILLS; COOPERATIVE 
PROGRAMS: SECONDARY GRADES 
IDENTIFIERS - VIRGINIA 

ABSTRACT - IN 36 INSERVICL 
WORKSHOPS* 138 COORDINATORS OF 
COOPERATIVE OFFICE EDUCATION IN THE 
SECONDARY SCHOOLS OF VIRGINIA 
DEVELOPED THIS SET OF TEACHING 
GUIDES. TASK INVENTORIES^ HAVE BEEN 
TRANSLATED INTO COMPETENCY LISTS 
WHICH DESCRIBE THE SKILL* 
KNOWLEDGE* AND ATTITUDES NEEDED FOR 
ENTRY AND ADVANCEMENT INTO VARIOUS 
OFFICE JOBS. FROM THESE* THE 
WORKSHOP PARTICIPANTS HAVE 
DEVELOPED MODEL TRAINING GUIDES FOR 
15 JOB TITLES WHICH INCLUDE 90 
PERCENT OF ALL THE JOBS THAT 
COOPETUTIVE OFFICE EDUCATION 
STUDENTS HELD DURING THE PRECEEDING 
5 YEARS. EACH STUDENT ENTERS ONE OF 
THE FOLLOWING SIX OCCUPATIONAL 
CLUSTERS FOR BLOCK PROGRAMS OF 
CLASSWORK: (1) STENOGRAPHIC* (2) 
TYPEWRITING* (3) FILING* (4) 
CLERICAL ACCOUNTING* (5) DATA 
PROCESSING* AND f6) OFFICE 
DUPLICATION. THE STUDENT TRAINING 
GUIDE IS KEYED TO THE REQUIREMENT 
OF THE JOB AND ITS PROMOTION 
POTENTIAL. A TRAINING SPONSOR AT 

PLACE OF EMPLOYMENT WORKS WITH 
vOOROlNATQR IN DEVELOPING AND 
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EXITING THE TRAINING PLAN, 
APPENDIX TO THE GUIDE CONTAINS A 
SAMPLE PLAN IN A 3-COLUMN FORMAT OF 
EXPERIENCE NEEDED* ON THE JOB 
EVALUATION* AND INDIVIDUAL RELATED 
INSTRUCTION* AS WELL AS MODEL 
TRAINING GUIDES FOR THE 15 JOB 
TITLES* SAMPLE TRAINING A^EENENTSt 
AND A MODEL PLAN FOR EACj 
OCCUPATIONAL CLUSTER* I|OTHOR/MU» 

VT 101 660 

INTERDISCIPLINARY SUPPflRT CLASSES. 
FINAL REPORT. 

BANKS HIGH SCHOOL DISTRICT 13* ■ 
DREG. 

OREGON STATE DEPT. OF EDUCATION* 
SALEM. DIV. OF COMMUNITY COLLEGES 
AND VOCATIONAL EDUCATION. 
MF AVAILABLE IN VT-E^IC SET. 
PUB DATE - JUN74 14P. 

DESCRIPTORS - ♦INTERDISCIPLINARY 
APPROACH! *CAREER EDUCATION; 
♦BUSINESS ENGLISH; ♦PRACTICAL 
mathematics; ♦cluster GROUPING; 
COURSE CONTENT; HIGH SCHOOL 
STUDENTS • 
IDENTIFIERS - BANKS HIGH SCHOOL; 
OREGON 

ABSTRACT - THE INTERDISCIPLINARY 
SUPPORT CLASSES PROJECT WAS STARTED 
AT BANKS HIGH SCHOOL* OREGON* TO 
PROVIDE CAREER CLUSTERS IN THE 
. ENGLI SH AND MATHf NATICS 
DEPARTMENTS* TO DEVELOP CROSS- 
CLUSTER UNITS AND SUPPORT 
MATERIALS* AND TO REARRANGE CLASSES 
FOR MORE EFFICIENT STAFF 
UTILIZATION THROUGH ^ ^ 
INTERDISCIPLINARY APPROACHES. TWO 
DIRECT SUPPORT COURSES WERE 
DEVELOPED IN CAREER ENGLISH AND 
CAREER MATH* WHICH ARE DESCRIBED IN 
THE REPORT. PROJECT PROCEDURES AND 
OUTCOMES ARE PRESENTED* AND 
CONTINUATION AND EXPANSION OF THE 
PROGRAM IS RECONMENO£0* (MF) 

VT 101 756 

BUSINESS AND OFFICE OCCUPATIONS 
FOLLOW-UP. 

AUBURN Univ.* ala. occupational 

RESEARCH and' DEVELOPMENT UNIT. 
ALABAMA STATE DEPT. OF EDUCATION* 
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MONTGOMERY. DIV. OF VOCATIONAL 
^EDUCATION. t 
PhF "AVAILABLE IN VT-ERIC SET. 
. R/D-19 

PUB DATE - AUG74 85P • 

DESCRIPTORS - ♦SCHOOL SURVEYS; 
♦GRADUATE SURVEYS; *OCGUP AT lONA L 
SURVEYS; *VOCATIONAL FOLLOWUP ; 
♦OFFICE OCCUPATIONS EDUCATION; 
TABLES (DATA); JOB PLACEMENT^ 
IDENTIFIERS - ALABAMA • 

ABSTRACT - THIS REPORT RELATES 
FINDINGS OF SURVEY INSTRUMENTS 
MAILED TO THE 1971-72 BUSINESS 
OFFICE AND OCCUPATIONS EDUCATION 
TERMINEES FROM THE SECONDARY SCHOOL 
VOCATIONAL PROGRAM IN ALA.BAMA. 
INFORMATION RELATING TO THE 
BUSINESS AND OFFICE EDUCATION 
VOCATIONAL PROGRAM INCLUDED THE 
INFLUENCES ON THE STUDENTS OF 
COURSE WORK AND INDIVIDUALS; THE 
TERMINEES* OPINION OF THE PROGRAM 
TEACHER JOB PREPARATIONt SCHOOL 
^FACILITIES AND COOPERATIVE 
r PROGRAMS; THE CURRENT EMPLOYMENT 
STATUS AND SALARY; AND INFORMATION 
ON THE CONTINUING EDUCATION AND JOB 
PLACEMENT SERVICE MADE USE OF . A 
TOTAL OF 35 TABLES PRESENT THE 
DATA, NO SUMMARY, CONCLUSIONS, <3R 
Ret0MM6NDATI0NS ARE MADE. AN ' 
APPENDIX CONTAINS TABLES llSTiNG 
.JOB TITLES. AS THE TERMINEES 
REPCJ|IED THEM, OF FIRST JOBS AND 
PRfcSCTPr JOBS. (AUTHOR/MU) 

VT lOl 766 

SIGGINS, DENNIS 

RECOMMENDATIONS FOR THE OPERATION 
OF A MOBILE BUSINESS EDUCATION 
INSTRUCTIONAL MATERIALS RESOURCE 
CENTER. 

MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - SEPfu 142P.; M.A. 
THESIS, CALIFORNIA STATE UNIV., LOS 
ANGELES. 

DESCRIPTORS - *MOBILE LABORATORIES; ^ 
♦BUSINESS EDUCATION; ♦RESOURCE 
CENTERS; ♦USE STUDIES; ♦INFORMATION 
DISSEMINATION; RESOURCE MATERIALS; 
INFORMATION UTILIZATION; MASTERS 

^"S'-^s 152 
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ABSTRACT - TO DETERMINE PROCEDURES 
AND TO MAKE RECOMMENDATIONS FOR 
IMPROVING THE OPERATION OF A MOBILE 
LABORATORY USED FOR DISSEMINATION 
OF NON-CO MMER CI ALLY PREPARED 
RESOURCE MATERIALS, QUESTIONNAIRES 
WERE SENT TO 400 TEACHERS WHO HAD 
USED THE LABORATORY. FINDINGS 
SHOWED THAT TEACHERS USED OFTENEST 
THE MATEf\IALS IN TYPEWRITING, 
BOOKKEEPING, DISTRIBUTIVE 
EDUCATION, JOB A>FLICAT IONS , AND 
MAKING CHANGE; AND THAT THE 
MATERIALS^ WERE USED AS A RESOURCE 
INFORMATION IN INDIVIDUALIZED 
INSTRUCTION, THE AVERAGE TIME SPENT 
IN THE LABORATORY WAS 57 MINUTES 
PER TEACHER. TEACHERS SAID THAT 
THEY DESIRED ONE WEEK OR MORE OF 
NOTIFICATION BEFORE THE ARRIVAL OF 
THE LABORATORY. CONCLUSIONS BASED 
ON FINDINGS WERE THAT THE MOBILE 
LABORATORY WAS AN ORGANIZED AND 
EFFECTIVE PROGRAM OVERWHELMINGLY 
ACCEPTED BY EDUCATOR^. 
RECOMMENDATIONS WERE* TO CONTINUE 
THE OPERATION; TO SCHaULE THE 
LABORATORY IN INDIVIDUAL SCHOOLS, 
IF POSSIBLE AT TWO SCHOOLS PER DAY, 
AND TO ADD A VARIETY OF MULTIMEDIA 
INCLUDING SLIDES, TAPES, 
FILMSTRIPS, AND TRANSPARENCIES. 
(AUTHOR/MU) 

VT 101 771 

FULLER, ROBERT W., AND OTHERS 
FIELD TEST REPORT OF A CAREER- 
ORIENTED, PEER-INSTRUCTIONAL MODEL 
IN THE OFFICE CLUSTER OF BUSINESS 
OCCUPATIONS AT THE CLOVIS ADULT 
SCHOOL OF BUSINESS. 

CLOVIS UNIFIED SCHOOL DISTRICT, 
CALIF. 

MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - ND 95P. 

DESCRIPTORS - ♦PROGRAM EVALUATION; 
♦INDIVIDUALIZED PROGRAMS; ♦ON THE 
JOB TRAINING; ♦ADULT VOCATIONAL 
EDUCATION; ♦OFFICE OCCUPATIONS 
EDUCATION 

IDENTIFIERS - CLOVIS ADULT SCHOOL 
OF BUSINESS; CALIFORNIA 

ABSTRACT - TO FIELD TEST AN 
INDIVIDUALIZED INSTRUCTIONAL 
PROGRAM WHICH WAS USED AT THE 
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CLOVIS ADU|.T SCHOOL OF BUSINESS IN 
CALIFORNIA AND HAD BEEN DESIGNED BY 
THE HUMAN RESOURCES^ESEARCH 
ORGANIZATION (HUMRRO)f AN 
EVALUATION ftf THE PROGRAM EXAMINED 
TEACHING MATERIALS, STUDENT WORKf 
TEACHER ATTITUDESt STUDENT 
ATTITUDES. ENROLLMENT, AND 
PLACEMENT, THE PROGRAM WAS NOT OF A 
SPECIFIC VOCATION BUT DESIGNATED A 
TRAINING ACTIVITY WHICH COULD BE 
CARRIED OUT AT THE JOB STATION. 
HUMRRO MATERIAL CONTAINED BOTH TEST 
CHECKLISTS AND A PEER INSTRUCTOR'S 
GUIDE. NO CONTROL GROUP WAS 
AVAILABLE FOR COMPARISONS OF 
PROGRAM EFFECTIVENESS BATT FRoIm THE 
POSITIVE ATTITUDES OF STUDENTS, 
BUSINESS PEOPLE AND EDUCATORS, IT 
WAS FELT THAT A COMBINATION OF JOB 
STATIONS UTILIZING PEER INSTRUCTORS 
WAS A MORE EFFECTIVE APPROACH THAN 
TRYING TO RELATE ALL SKILL TRAINING 
TO A SPECIFIC JOB. TRAINING STATION. 
SAMPLES OF THE COMPETENCY MODELS OF 
THE PROGRAM ilrflE APPENDED, 
f AUTHOR/ MU I - 
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SELF-IfiSTRUCTIONAL COURSE 
BEGINNING TYPEWRITER. 
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LENOIR COMMUNITY COLL., KINGSTON, 
N .C • 

DOCUMENT NOT AVAILABLE IN VT-ERIC 
SET. 

PUB DATE - ND 105P.; 

RELATED DOCUMENT SEE VT 101 4 77, 
VOLUME 6, NUMBER 2. 

OfcSCRIPTORS - *TYPFWRITING; 
♦TYPISTS; *OFFICE OCCUPATIONS 
EDUCATION; *AUTOINSTRUCTIONAL AIDS; 
COURSE CONTENT 

ABSTRACT - INTENDED FOR USE WITH 
TEXTBOOK AND TAPES, THIS BEGINNING 
COURSE IN TYPEWRITING IS DESIGNED 
FOR STUDENTS TO USE /^-A SELF- 
INSTRUCTIONAL COURSE WITH THE 
STUDENT SETTING THE PACE. LESSONS 
ONE THROUGH 50 COVER THE TOPICS 
BEGINNING WITH LEARNING THE LETTER 
KEYS, ACHIEVING TYPEWRITING EASE, 
AND LEARNING TO TYPE SYMBOLS AND 
FRACTIONS, TO THE PLACEMENT OF 
NEMOS AND POST CARDS, TABULATION, 
<^ DIVISION, REPORTS, AND 



BUSINESS LET^S. THE DOCUMENT * 
WHICH PRESENTIB LESSONS 45 THROUGH 
87 IS AVAILABLE AS VT lOl 477 IN 
AIM/ARM VOL. 8, NO. 2. (MUI 

VT 101 801 

PROJECT real: RELEVANT EDUCATION, 
ACTIVITY CENTERED LEARNING- 
EXPLORING THE WORLD OF CAREERS, 
GRADES 7 £ 8* SUPPLEMENT TO 
TEACHERS' GUIDE; INSTRUCTIONAL 
UNITS. 

NEWPORT INDEPENDENT SCHOOL 
DISTRICT, KY. 

MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - ND 24P. 

DESCRIPTORS - ^ACTIVITY UNITS; 
♦CAREERS: ♦GRADE 7; ♦GRADE 8; 
TEACHING GUIDES 
IDENTIFIERS - PROJECT real; 
NEWPORT; KENTUCKY 

ABSTRACT - THIS TEACHERS' GUIDE 
SUPPLEMENT PRESENTS SUBJECT AREA 
UNITS IN SEVEN OCCUPATIONAL 
CLUSTERS: COMMUNICATIONS AND MEDIA 
OCCUPATIONS - ENGLISH; 
TRANSPORTATION - SOCIAL STUDIES; 
BUSINESS AND OFFICIBCCUPATIONS - 
ENGLISH (BUSINESS flRrTERS); FINE 
ARTS AND HUMANITIES - ENGLISH; 
CONSUMER AND HOMEMAKING, RELATED 
OCCUPATIONS - HOME ECONOMICS; 
HOSPITALITY AND RECREATION 
OCCUPATIONS - LANGUAGE ARTS; HEALTH 
OCCUPATIONS - HEALTH ILLUSTRATIONS 
<ART): AND AGRIBUSINESS AND NATU^^L 
RESOURCES 7 SCIENCE. EACH UNIT 
INCLUDES AIM, CONCEPTS, BEHAVIORAL 
OBJECTIVES, ACTIVITIES AND 
MATERIALS, EVALUATION, SUGGESTED 
RESOURCE PEOPLE AND FIELD TRIPS, 
AND BIBLIOGRAPHY. (MF) 

VT 101 804 

BUSINESS DATA PROCESSING. A 
TEACHER'S GUIDE. 

VIRGINIA STATE DEPT. OF EDUCATION, 
RICHMOND. DIV. OF VOCATIONAL 
EDUCATION. 

MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - SEP74 196P. 

DESCRIPTORS - ♦ELECTRONIC DATA 
PROCESSING; ♦BUSINESS EDUCATION; 
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•COMFUTER ORIENTED PROGRAMS; 

PROGRAMING LANGUAGES; INPUT OUTPUT 
II^OEVICES; *STATE CURRICULUM GUIDES; 
^VSECONDARY GRADES; ♦TEACHING GUIDES 

IDENTIFIERS - ♦VIRGINIA 

ABSTRACT - THIS CURRICULUM GUIDE 
HAS BEEN PREPARED TO SERVE AS AN 
AID TO BUSINESS TEACHERS IN 
VIRGINIA IN PLANNING. EXECUTING. 
AND EVALUATING THE TEACHING AND 
LEARNING PROCESSES IN BUSINESS DATA 
PROCESSING. BECAUSE DATA PROCESSING 
PROGRAMS VARY WIDELY AMONG HIGH 
SCHOOLS. EVERY EFFORT HAS BEEN MADE 
TO PRODUCE A COURSE OF STUDY WHICH 
COULD BE ADAPTED TO AS MANY AS 
POSSIBLE. FOR THOSE SCHOOLS 
OFFERING COURSES USING UNIT RECORD 
EQUIPMENT THERE IS A DETAILED 
SECTION COVERING ALL ASPECTS OF 
WIRING AND OPERATION. FOR THOSE 
USING COMPUTERS^ TWO SECTIONS 
OUTLINE THE PROGRAMMING LANGUAGES 
OF COBOL I COMMON BUSINESS ORIENTED 
LANGUAGE) AND RPG (REPORT PROGRAM 
GENERATOR). IN ADDITION TO THE 

• OUTLINES. NARRATIVE EXPLANATIONS 
AND PROBLEM EXERCISES ARE 
PRESENTED. (AUTHOR/HF) 

VT 101 811 

BOWLING GREEN CAREER EDUCATION 
MANUAL FOR TEACHERS. COUNSELORS . AND 
ADMIN ISTRATOR|« 

BOWLING GREEN INDEPENDENT SCHOOL 
DISTRICT. KY. 

KENTUCKY STATE DEPT. OF EDUCATION, 
FRANKFORT. BUREAU OF VOCATIONAL 
EDUCATION. 

MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - 74 109P. 

DESCRIPTORS - *MANUALS; *CAREER 
EDUCATION; ♦PROGRAM DEVELOPMENT; 
♦EDUCATIONAL PROGRAMS; TEACHING 
GUIDES; ADMINISTRATOR GUipES; 
COUNSELOR FUNCTIONS; ♦RESOURCE 
UNITS 

IDENTIFIERS - ♦BOWLING GREEN; 
KENTUCKY 

^ABSTRACT - THE SUBSTANCE OF THIS 
^MANUAL CENTERS ON THE DESIGN. 

DEVELOPMENT, AND IMPLEMENTATION OF 
CAREER EDUCATION INtO THE 
EDUCATIONAL PROGRAMS OF BOWLING 



— ~ — --^t— 

GREEN* KENTUCKY. IT IS BASE6ts^N THE 
EFFORTS AND EXPERIENCES OF THE 
BOWLING GREEN STAFF THROUGH A 
THkEE-YEAR DEVELOPMENTAL PROCESS 
INVOI.VING EVERY TEACHER i GUIDANCE 
COUNSELdR, AND ADMINISTRATOR. 
SECTIONS INCLUDE CAREER EDUCATION 
ELEMENTS. ORGANIZATION. JOB 
CLUSTERS. UNIT WRITING. ELEMENTARY 
LEVEL. JUNIOR HIGH UNITS. AND HIGH 
SCHOOL ACADEMIC PROGRAM. THE 
APPENDIX CONTAINS SURVEY FORMS. 
HIGH SCHOOL PROGRAMS OF STUDY* AND 
BIBLIOGRAPHY. IMF) 

VT 101 819 

CATALOG OF COURSES. TRAINING 
POLICIES AND PROCEDURES. ANML 
SURVEY OF TRAINING NEEDS. IN-HOUSE* 
I^iTERAGENCY AND NON-GOVERNMENT 
COURSES. 

BUREAU OF RECLAMATION IDEPT. OF 
INTERIOR). DENVER. COLO. 
ENGINEERING AND RESEARCH CENTER. 
HF AVAILABLE IN VT-ERIC SET. 
PUB DATE - JAN73:i. 66P. 

DESCRIPTORS - ♦JOB TRAINING; 
♦ GOVERNMENT. EMPLOYEES; FEDERAL 
GOVERNMENT; ♦COURSE DESCRIPTIONS; 
CATALOGS; ♦INSERVICE PROGRAMS; ♦OFF 
THE JOB TRAINING; EXTENSION 
EDUCATION; PERSONNEL POLICY 

ABSTRACT - THE GOVERNMENT EMPLOYEES 
TRAINING ACT PROVIDES FOR 
GOVERNMENT-PAID, ON GOVERNMENT 
TIME* TRAINING FOR FEDERAL 
EMPLOYEES — INSERVICE* 
INTERAGENCY. OR NON-GOVERNMENT. 
THIS DOCUMENT DESCRIBES THE TYPE OF 
TRAINING AVAILABLE FOR EMPLOYEES OF 
THE ENGINEERING AND RESEARCH CENTER 
OF THE BUREAU OF RECLAMATION AT 
DENVER. SECTION I PRESENTS THE 
TRAINING ACTIVITIES GUIDE AND 
TRAINING POLICIES AND PROCEDURES. 
SECTION II GIVES MANAGEMEI|rr 
PROCEDURES FOR C0M)UCTIN6 THE 1973 
AimUAL SURVEY OF TRAINING NEEDS. 
ENROLLMENT PROCEDURES AND TRAINING 
RECORD ARE IN SECTION III. SECTV3NS 
IV AND V SUPPLY COURSE INFORMATION 
IN NINE CATEGORlESt SUPERVISORY AND 
MANAGEMENT ; TECHNIC At * SC lEWTlF IC « 
AND PROFESSIONAL; COMMUNICATION 
SKILLS; CLERICAL AND OFFICE; TRADES 
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AND CRAFTS; SAFETY MANAGEMENT; 
FIRST AID* LIFESAVING, ETC.; 
orientation; and OTHER. MOST OF THE 
TRAINING participated IN BY 

) EMPLOYEES OF THF DENVER CENTEK FALL 
[ INTO THE FIRST THREE CATEGORIES. 
^ IMF) 

^ VT 101 824 

WAHONICK, RONALD, AND OTHERS 
AN ANALYSIS OF THE PERSONAL 
MANAGING OCCUPATION. CPERSODMEL 
MANAGER) 

OHIO STATE UNIV., COLUMBUS. 
INSTRUCTIONAL MATERIALS LAB. (TRADE 
AND INDUSTRIAL EDUCATION). 
OFFICE OF EDUCATION (DHEH), 
WASHINGTON, D.C. 
^»F^AILABLE IN VT-ERIC SET. 
_J^h DATE - ND 288P.; SEE 

RELATED DOCUMENTS IN THIS ISSUE AS 
VT 101 823 AND VT 101 825 THRU 874. 

DESCRIPTORS - *TASK ANALYSIS; *^ 
♦PERSONNEL MANAGEMENT; ^PERSONNEL 
DIRECTORS; ♦JOB SKILLS; 
♦OCCUPATIONAL INFORMATION; "TASK 
PERFORMANCE; EQUIPMENT UTILIZATION 

ABSTRACT - THE OCCUPATIONAL 
ANALYSIS PROJECT MAS CONDUCTED FROM 
JUNE 1, 1973 TO DECEMBER 30, 1974 
TO TRAIN VOCATIONAL TEACHERS IN THE 
TECHNIQUES OF IHMnG A 
COMPREHENSIVE OCt:UPATIONAL 
ANALYSIS. EACH ANALYSIS INCLUDES A 
STATEMENT OF THE VARIOUS TASKS 
PERFORMED IN AN OCCUPATION, WITH 
THE APPROPRIATE ITEMS IDENTIFIED 
FOR EACH task: TOOLS AND EQUIPMENT, 
PROCEDURAL KNOWLEDGE, SAFETY 
KNOWLEDGE, MATHEMATICS SKILLS, AND 
SCIENCE AND COMMUNICATION NEEDED 
FOR SUCCESSFUL PERFORMANCE. THE 
ANALYSIS DATA PROVIDED A BASIS FOR 
GENERATING INSTRUCTIONAL MATERIALS, 
COURSE OUTLINES, ^UOENT 
PERFORMANCE OBJECTIVES, CRITERION 
MEASURES, AND SUPPORTING SKILLS IN 
THE ACADEMIC AREAS. THIS VOLUME 
DESCRIBES THE DUTIES PERFORMED BY A 
PERSONNEL MANAGER IN INDUSTRY. THE 
NATURE OF PERSONNEL WORK DIFFERS 
WIDELY WITH THE SIZE AND NEEDS OF 
INDIVIDUAL COMPANIES, SO TASKS 
INCLUDED ARE THOSE THOUGHT TO BE 
'COMMON TO MOST COMPANIES.. 



(AUTHOR/MF) 
VT 101 828 

DIPUCIDO, PAT E., AND OTHERS 
AN ANALYSIS OF THE SMALL BUSINESS 
MANAGING OCCUPATION. 

OHIO STATE UNIV., COLUMBUS. 

INSTRUCTIONAL MATERIALS LAB. (TRADE 

AND INDUSTRIAL EDUCATION). 

OFFICE OF EDUCATION (DHEW), 

WASHINGTON, D.C. 

MF AVAILABLE IN VT-ERtC SET. 

PUB DATE " ND 23i>.; SEE 

RELATED DOCUMENTS IN THIS ISSUE AS 

VT 101 823 THRU VT 101 827 AND VT 

101 829 THRU VT 101 874. 

DESCRIPTORS - ♦TASK ANALYSIS; 
MANAGERIAL OCCUPATIONS! ♦BUSINESS 
ADMINISTRATION; ♦JOB SKILLS; 
♦OCCUPATIONAL INFORMATION; TASK 
PERFORMANCE; 'EQUIPMENT UTILIZAUON 
IDENTIFIERS - ♦ENTREPRENEURS ^ 

ABSTRACT - THE OCCUPATIONAL . 
ANALYSIS PROJECT WAS CONDUCTED FAOM :. , 
JUNE 1, 1973 TO DECEMBER 30, 1974 
TO TRAIN VOCATIONAL TEACHERS IN THE W 
TECHNIQUES OF MAKING A 
COMPREHEffSIVE OCCUPATIONAL ^ , 
ANALYSIS. EACH ANALYSIS INCLUDES A 
STATEMENT OF THE VARIOUS TA$liS. ■}.■' 
PERFOJtMED IN AN OCCUPATION^ WiT^^ " 
THE 'APPROPRIATE ITEMS IDENtlF.IEO 
FOR EACH TASK: TOOLS AND EQUIPMCMT, 
PROCEDURAL KNOWLEDGE, SAFETY : 
KNOWLEDGE, MATHEMATICS SKllLLSt 'AND 

..SCIB4CE AND COMMUNICATION NEEDED : ^ 

#t3R SUCCESSFUL PERFORNANCt. THE 
ANALYSIS DATA PROVIDED A BASk$ FOR 
GENERATING INSTRUCTIONAL MATER^aIs, 
COURSE OUTLINES, STUDENT" i . » 

PERFORMANCE OBJECTIVES, CRltSfllON ^ 
MEASURES,vxANO SUPPORTING SK ILLS IN 
THE ACADEMIC AREAS. THE DirTTES OF A, 
SMALL BUSINESS MANAGER WHO IS 
RESPONSIBLE FOR THE>lpPERATlON OF AN 
IND IVIDUALL Y OWNED-/ SHALL f UStftESS 
ARE DESCRIBED IN TNiS VOLUME.' / 
DUTIES WOULD BE PREDOMII^ANf Lf 
SUPERVISION AND MANAGEMENT* *. 

DEPENDING ON THE Sll$ £Mp NATURE OF 

THE BUSINESS. (AUTHOR/M^I 
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ABELL, GEORGE H. , AND 'OTHERS 
AN ANALYSIS OF THE TERMINAL 
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CLERKING OCCUPATION. 

OHIO STATE UNIV.» COLUMBUS. 
INSTRUCTIONAL' MATERIALS LAB 
AND INDUSTRIAL EDUCATION). 
OFFICE OF EDUCATION (DHEW), 
WASHINGTON* D.C. 
MF AVAILABLE IN VT-ERIC SET. 
PUB DATE - NO 180P.;'*'SEE 

RELATED DOCUMENTS IN THIS ISSUE AS 
VT 101 823 THRU VT 101 828 AND VT 
101 830 THRU VT 101 874. 

DESCRIPTORS - ♦TASK ANALYSIS; 
♦CLERICAL OCCUPATIONS; 
TRANSPORTATIONS *SERVICE VEHICLES; 
DELIVERY SYSTEMS; ♦JOB SKILLS; 
♦OCCUPATIONAL INFORMATION; TASK 
PERFORMANCES EQUIPMENT! UTILIZ ATION 
IDENTIFIERS " ♦TRUCKING" I'NtJUStRY • 

■ ■ "v • . >' -■■ , 

ABSTRACT - THE OCCUPATIONAL . 
ANA.LYSIS PROJECT WAS CONOiltTEf) IffeoM 
JUI|C It 1973 TO DECEMBER i6, ^1974 
^^r^TRAIN VOCATIONAL ^TEACHERS IN TH# 
'TECHNIQUES OF MAKING A 
;CPHPBEHENS1VE OCCUPATIONAL ^ 
A,AN^YSIS. EACH ANALVSIS'INCI^UDES A 
^'STATe*1ENT OF THB\VARIOUS» TASKS 

te^^ P^FORNED IN AN -OCCUP ATJON, - W ITH 
^ TrfE APPROPRIATEnTEMS IOENTfl?lED 
■ FOR EACHtASK: T00e«i AND EQUIPMENT* 
PROCEDURAL KN0W|.EdGE# SAFEtY r . 
KNQWLEDGE,VhATH^ATIGS SKlPLSr AND 
SCIENCE AND, COMMUNIftAYlON NEEDED 

for sfjccessful, performance. th^' 

nalysis data provided a fth^i's poh 
genckating in^tructio^jial materials; 

.COURSE OUTIdTN^S, S^rtDffeNiT. . ^ ■ 

PfeRFORMAflCE OBJ EOTJVl^St /CRITERION 
^ifEASURESy A6*q. ^UPPORTIN^ SKILLS 1*1' 
THE ACADEMIC AREAS. iHEi'CLERHCA L . 
^UNfcT,ION DESCRIBED |N THISw^UME '* 
IS^TMAT of TiERMH«AL CLERK in % 
MOTOR FTt EIGHT TBRMINA L. LTjHOUGH 
INDIVIDUAL 'TASKS MAY DIPFBl, ^E 
BASIC FUNCTIONS OF f^CO^lDKEEP ItfC, ■' ^ 
RISPATCH|<>iG, . TR'ACINGvv CASHIERINC,*. 
,B I LLI^JIi^; AND CUSTOMER SERVICE ARE 
F,OUNp^i;«^i«:L AREAS OF- THEri , * 
\J^RANSP0*<mflON« INDUSTilY* ^ 
1/ifU?H0R/,MI^»S^ > 

VT Iftl 835 V 

StX,, JOSEPH E.. JR. 
kH ANALVSi;S OF THE BILLING AND 
BOOKKEEPING MACHINE ;OPERATING 
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OHIO STATE UNIV., COLUMBUS, 
INSTRUCTIONAL MATERIALS LAB. (TRADE 
AND INDUSTRIAL EDUCATION!. 
OFFICE OF EDOCAT ION (DHEWI, 
WASHINGTON* D.C. 
NF AVAILABLE IN VT-ERIC SET. 
.PUB DATE - ND 214P.; SEE 

RELATED DOCUMENTS IN THIS ISSUE AS 
VT 101 823 THRU Vf lOl 834 AND VT 
101 836 THRU VT 101 874. 

DESCRIPTORS - *TASK ANALYSI'SS 
♦OFFICE MACHINES; BOOKKEEPING; ♦JOB 
SKILLS; ♦OCCUPATIONAL INFORMATION; 
TASK PERFORMANCE; EQUIPMENT 
UTILIZATION 

ABSTRACT - THE OCCUPATIONAL 
ANALYSIS PROJECT WAS CONDUCTED FROM 
JUNE I, 1973 TO DECEMBER 30, 1974 
TO TRAIN VOCATIONAL TEACHERS IN THE 
TECHNIQUES OF MAKING A 
.COKP(iEHENSIVE OCCUPATIONAL 
ANALVSIS. EACH ANALYSIS INCLUDES A 
JGTATEMENT OF THE VARIOUS TASKS 
^PERFORMED IN AN OCCUPATION, WITH 
THE *J»PROPRIATE ITEMS IDENTIFIED 
FOH,^EACH TASK: TOOLS AND EQUIPMENT, 
PROCEDURAL KNOWLEDGE, SAFETY 
KNU>«.EOGE, MATHEMATICS SKILLS', AND 
SCIENCE. AND COMMUNICATION NEEDED 
FOR SUCCESSFUL PE^EpRMANCE. THE 
ANALYSIS dAta PRtfvibEO A BASIS FOR 
GEN ER ATINGi IN STrAcTI ONA L MA TER I AL S , 
COURSE OUTLINES, STUDENT 
PERFORMANCE OBJECTIVES, CRITERION 
• MEASURES, AND SUPPORTING SKILLS IN 
THE AlCADEMIC- AREAS. TASKS RELATED 
TO THE bPERATION OF THE BOOKKEEPING 
^ACHINE^ARE DESCRIBED IN THIS 
- VOLUME^ AS 'SUCH MACHINES RANGE FROM 
SIMPLE, MECHANICAL MODELS TO HIGHLY 
.SOPHISTICATED ELECTRONIC SYSTEMS, 
THE ANALYSIS IS WRITTEN IN GENERAL 
TERMS TO SERVE AS A STARTING POINT 
FbR DIFFERENT SCHOOL PROGRAMS. 
(AUTHOR/MF) 
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ffRAVNT", EVRIS, 
AN/ANALYSIS OF 
OCCWATION. 



AND OTHERS 

THE DATA PROCESSING 
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,OHIO STATE UNIV., COLUMBUS. , 
IfiSTRUCTlONAL MATERIALS LAB. 
AND INDUSTRIAL EDUCATION) . 
OFfriCfe EDUCATION (DHEW), 
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#IIASHtNGTON, O.C. 
MF AVAILABLE IN VT~ER IC S fcT . 
PUB/DATE - NO 198P,; SEE 

RELATED DOCUMENTS IN THIS ISSUE AS 
VT/lOl 823 THRU VT 101 835 AND VT 
I 01 837 THRU VT 101 8 74. 
/ 

DESCRIPTORS - »TASK ANALYSIS; *OATA 
I PROCESSING OCCUPATIONS; >«>JOB 

SKILLS; ^OCCUPATIONAL INFORMATION; 
TASK PERFORMANCE; EQUIPMENT 
UTILIZATION 

ABSTRACT - THE OCCUPATIONAL 
ANALYSIS PROJECT HAS CONDUCTED FROM 
JUNE 1, 1973 TO DECEMBER 30, 1974 
TO TRAIN VOCATIONAL TEACHERS IN THE 
TECHNIQUES OF MAKING A 
COMPREHENSIVE OCCUPATIONAL 
ANALYSIS. EACH ANALYSIS INCLUDES A 
STATEMENT OF THE VARIOUS TASKS 
PERFORMED IN AN OCCUPATION, WITH 
THE APPROPRIATE ITEMS IDENTIFIED 
FOR EACH task: TOOLS AND EQUIPMENT, 
PROdfeDURAL KNOWLEDGE, SAFETY 
KNOWLEDGE, MATHEMATICS SKILLS, AND 
SCIENCE AND COMMUNICATION NEEDED 
Fdfe SUCCESSFUL PERFORMANCE. THE 
ANALYSIS DATA PROVIDED A BASIS FOR 
GENERATING INSTRUCTIONAL MATERIALS, 
COURSE OUTLINES, STUDENT 
PERFORMANCE OBJECTIVES, CRITERION 
MEASURES, AND SUPPORTING SKILLS IN 
THE ACADEMIC AREAS. THIS VOLUME 
PRESENTS TASK STATEMENTS FOR ENTRY 
LEVEL JUJ SIT IONS IN THE FIELD OF 
BUSINESS DATA PROCESSING. 
(AUTHOR/MF> 

VT 101 837 

HARNISH, RONALD, AND OTHERS 
AN ANALYSIS OF THE BOOKKEEPING 
OCCUPATION. 

OHIO STATE UNIV., COLUMBUS. 
INSTRUCTIONAL MATERIALS LAB. <TRADE 
AND INDUSTRIAL EDUCATION). 
OFFICE OF EDUCATION (DHEW), 
WASHINGTON, D.C. 
MF AVAILABLE IN VT-ERIC SET. 
PUB\oATE - ND 154P.; SEE 

RELATED DOCUMENTS IN THIS ISSUE AS, 
VT 101 823 THRU VT 101 836 AND VT 
101 838 THRU VT 101 8 74. 

DESCRIPTORS - ♦TASK ANALYSIS; 
♦BOOKKEEPING; ^ACCOUNTING; ♦JOB 
SKILLS; *OCCUPATIONAL INFORMATION; . 

ERIC 



TASK PERFORMANCE: EQUIPMENT 
UTILIZATION 

ABSTRACT - THE OCCUPATIONAL 
ANALYSIS PROJECT WAS CONDUCTED FROM 
JUNE 1, 1973 TO DECEMBER 30, 1974 
TO TRAIN VOCATIONAL TEACHERS IN THE 
TECHNIQUES OF MAKING A 
COMPREHENSIVE OCCUPATIONAL 
ANALYSIS. EACH ANALYSIS INCLUDES A 
STATEMENT OF THE VARIOUS TASKS 
PERFORMED IN AN OCCUPATION, WITH 
THE APPROPRIATE ITEMS IDENTIFIED 
FOR EACH task: TOOLS AND EQUIPMENT* 
PROCEDURAL KNOWLEDGE. SAFETY 
KNOWLEDGE, MATHEMATICS SKILLS, AND 
SCIENCE AND COMMUNICATION NEEDED 

t FOR SUCCESSFUL PERFORMANCE. THE 
ANALYSIS DATA PROVIDED A BASIS FOR 
GENERATING INSTRUCTIONAL MATERIALS, 
COURSE OUTLINES, STUDENT 
PERFORMANCE OBJECTIVES, CRITERION 
MEASURES, AND SUPPORTING SKILLS IN 
THE ACADEMIC 'AREAS. DUTIES RANGING 

• FROM PREPARING A PAYROLL TO 
ASSISTING IN PREPARATION OF 
FINANCIAL STATEMENTS ARE INCLUDED 
IN THIS VOLUME ANALYZING THE 
BOOKKEEPING OCCUPATION. IAUTHOR/MF)i 

V% 101 %62 - 

HOSKINSON, KJSREN; THOMPSON, OORRIS 

R.- ■ ■-y-:-^>i^:;'h'V''- 

AN ANAlif^^f OF THfe ADMINISTRATIVE 
ASSIS?^i^?ltJ^feUPAT ION. 
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OHIO STATE UNIV., COLUMBUS. 

INSTRUCTIONAL MATERIALS LAB. (TRADE 

AND INDUSTRIAL EDOCATIONI • ■> 

OFFICE OF EDUCATION (DHEW), 

WASHINGTON, D.C. 

MF AVAILABLE IN VT-ERIC SET. 

PUB DATE - ND 128P.; SEE 

RELATED DOCUMENTS IN THIS ISSUE AS 

VT 101 82,3 THRU VT 101 861 AND VT 

101 863 TVjRU VT 101 874. 

DESCRIPTORS, - ♦TASK ANALYSIS; 
♦OFFICE MANAGEMENT; ADMINISTRATIVE 
PERSONNEL; CLERICAL OCCUPATIONS; 
♦JOB SKILLS; ^♦jpCCUPATIONAL 
INFORMATION; TA^K PEREOIMANCE; 
EQUIPMENT UTILISATION 

ABSTRACT - THE '^OCCUPATIONAL 
ANALYSIS PROJECT WAS CONDUCTED FROM 
JUNE 1, 1973 Td DECEMBER 30, 1974 
TO TRAIN VOCATIONAL TEACHERS IN THE 
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TECHNIQUES OF MAKING A 
COMPREHENSIVE OCCUPATIONAL 
ANALYSIS. EACH ANALYSIS INCLUDES A 
STATEMENT OF THE VARIOUS TASKS 
PERFORMED IN AN OCCUPATION, WITH 
THE APPftOPRIATt ITEMS IDENTIFIED 
FOR EACH task: TOOLS AND EQUIPMENT, 
PROCEDURAL KNOWLEDGE, SAFETY 
KNOWLEDGE, MATHEMATICS SKILLS, AND 
SCIENCE AND COMMUNICATION NEEDED 
FOR SUCCESSFUL PERFORMANCE. THE 
ANALYSIS DATA PROVIDED A BASIS FOR 
GENERATING INSTRUCTIONAL MATERIALS, 
COURSE OUTLINES, STUDENT 
PERFORMANCE OBJECTIVES, CRITERION 
MEASURES, AND SUPPORTING SKILi-S IN, 
THE ACADEMIC AREAS. THIS VOLUME 
ANALYZES THE ADMINISTRATIVE 
ASSISTANT OCCUPATION, THE DUTIES OF 
WHICH RANGE FROM CLERICAL TO . 
SUPERVISORY. AS THE TITLE IS ' 
AMBIGUOUS, THIS ANALYSIS VIEWS THE 
JOB AS AIDING THE EXECUTIVE IN 
OFFICE FUNCTIONS. (AUTHOR/MF) 

VT 101 864 

RIDENER, NORMA A., AND OTHERS 
AN ANALYSIS^ OF THE MEDICAL RECORDS 
ICLERKIN6 OCCUPATION. 



OHIO STATE UNIV., COLUMBUS. 

INSTRUCTIONAL MATERIALS LAB. (TRADE 

AND INDUSTRIAL EDUCATION). 

OFFICE OF EDUCAT^bN CDHEW), 

WASHINGTON, D.C. 

MF AVAILABLE IN VT-ERIC SET. 

PUB DATE - ND 218?.; SEE 

RELATED DOCUMENTS IN THIS ISSUE AS 

VT 101 823 THRU VT 101 863 AND VT 

101 865 THRU VT 101 87A. 

DESCRIPTORS - ♦TASK ANALYSIS; 
♦MEDICAL RECORD TECHNICIANS; ♦JOB 
SKILLS; ♦OCCUPATIONAL INFORMATION; 
TASK PERFORMANCE; EQUIPMENT 
UTILIZATION 

ABSTRACT - THE OCCUPATIONAL 
ANALYSIS PROJECT HAS CONDUCTED FROM 
JUNE 1, 1973 TO DECEMBER 30, 1974 
TO TRAIN VOCATIONAL TEACHERS IN THE 
TECHNIQUES OF MAKING A 
COMPREHENSIVE OCCUPATIONAL 
.ANALYSIS. EACH ANALYSIS INCLUDES A 
'STATEMENT OF THE VARIOUS TASKS 
PERFORMED IN AN OCCUPATION, WITH 
THE APPROPRIATE ITEMS IDENTIFIED 
FOR EACH TASK: TOOLS AND EQUIPMENT, 
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PROCEDURAL KNOWLEDGE, SAFETY 
KNOWLEDGE, MATHEMATICS SKILLS, AND 
SCIENCE AND COMMUNICATION NEEDED 
FOR SUCCESSFUL PERFORMANCE. THE 
ANALYSIS DATA PROVIDED A BASIS FOR 
GENERATING INSTRUCTIONAL MATERIALS, 
COURSE OUTLINES, STUDBIT 
PERFORMANCE OBJECTIVES, CRITERION 
MEASURES, AND SUPPORTING SKILLS IN 
THE ACADEMIC AREAS. TASKS OF A 
MEDICAL RECORDS CLERK ARE ANALYZED 
IN THIS VOLUME. AS THESE TASKS VARY 
ACCORDING TO THE TYPE OF 
EMPLOYMENT, TASK STATEMENTS WERE 
GENERALIZED TO FIT A WIDE RANGE OF 
MEDICAL FACILITIES. C AUTHOR/MF » 

VT 101 865 

PEAL, SHARYN; ROSE, VIRGINIA 

AN ANALYSIS OF THE PAYROLL CLERKING 

OCCUPATION. i) 

OHIO STATE UNIV., COLUMBUS. 

INSTRUCTIONAL MATERIALS LAB. CTRADE 

AND INDUSTRIAL EDXATION). ' 

OFFICE OF EDUCATION (OHEW), 

WASHINGTON, D.C. 

MF AVAILABLE IN VT-ERIC SET. 

PUB DATE -r ND ~272P.; SEE 

RELATED DOCBMENTS IN TWIS ISSUE AS 

VT 101 823 THRU VT 101 864 AND VT 

101 866 THRU VT 101 874. 

DESCRIPTORS - ♦TASK ANALYSIS; 
♦PAYROLL RECORDS; ♦CLERICAL 
WORKERS; ♦JOB SKILLS; ^OCCUPATIONAL 
INFfJRMATION: TASK PERFORMANCE; 
EQUIPMENT UTILIZATION 

ABSTRACT - THE OCCUPATIONAL 
ANALYSIS PROJECT WAS CONDUCTED FROM ' 
JUNE 1, 1973 TO DECEMBER 30, 1974 
TO TRAIN VOCATIONAL TEACHERS IN THE 
TECHNIQUES OF MAKING A 
COMPREHENSIVE OCCUPATIONAL 
ANALYSIS. EACH ANALYSIS INCLUDES A 
STATEMENT OF THE VARIOUS TASKS 
PERFORMED IN AN OCCUPATION, WITH 
THE APPROPRIATE ITEMS IDENTIFIED 
FOR EACH TASK: TOOLS AND EQUIPMENT, 
PROCEDURAL KNOWLEDGE, SAFETY 
KNOWLEDGE, MATHEMATICS SKILLS, AND 
SCIENCE AND COMMUNICATION NEEDED 
FOR SUCCESSFUL PERFORMANCE. THE 
ANALYSIS DATA PROVIDED A BASIS FOR 
GENERATING INSTRUCTIONAL MATERIALS, 
COURSE OUTLINES, STUDB4T 
PERFORMANCE OBJECTIVES, CRITERION 
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MEASURESt AND SCmPORTING SKILLS IN 
THE ACADEMIC AF^EAS. IN THIS VOLUHE 
DUTIES OF A PAYROLL CLFRK ARE 
ANALYZED. TASK ANALYSIS IS BASED ON 
PAYROLL TASKS DONE BY THE MANUAL 
METHOD RATHER THAN BY COMPUTER. 
I AUTHOR/MF) 

4/T 101 866 

MURPHY* JUDY K., AND OTHERS 

AN ANALYSIS OF THE SECONDARY SCHOOL 

CLERICAL AIDE OCCUPATION. 

OHIO STATE UNIV., COLUMBUS. 

INSTRUCTIONAL MATERIALS LAB. (TRADE 

AND INDUSTRIAL EDUCATION). 

jOFFICE OF EDUCATION (DHEW)* 

WASHlNGTONf D.C. 

MF AVAILABLE IN VT-ERIC SET. 

PUB DATE - NO 196P.; SEE 

RELATED DOCUMENTS IN THIS ISSUE AS 

VT 101 823 THRU VT 101 865 AND VT 

101 867 THRU VT 101 874. 

DESCRIPTOR'S - *TASK ANALYSIS; 
*TEACHER AIDFS; *SCHODL AIDES; 
SECONDARY SCHOOLS; CLERICAL 
WORKERS; « JOB SKILLS; ♦OCCUPATIONAL 
INFORMATION; TASK PERFORMANCE; 
EQUIPMENT UTILIZATION 

ABSTRACT - THE OCCUPATIONAL 
ANALYSIS PROJECT WAS CONDUCTED FROM 
JUNE 1, 1973 TO DECEMBER 30, 1974 
TO TRAIN VOCATIONAL TEACHERS IN THE 
TECHNIQUES OF MAKING A 
COMPREHENSIVE OCCUPATIONAL 
ANALYSIS. EACH ANALYSIS INCLUDES A. 
STATEMENT OF THE VARIOUS TASKS 
PERFORMED IN AN OCCUPATION, WITH 
TAe appropriate items IDENTIFIED 
FOR EACH TASK: TOOLS AND EQUIPMENT, 
PROCEDURAL KNOWLEDGE, SAFETY 
KNOWLEDGE, MATHEMATICS SKILLSt AND 
SCIENCE AND COMMUNICATION NEEDED 
FOR SUCCESSFUL PERFORMANCt. THE 
ANALYSIS DATA PROVIDED A bASIS FOR 
GfcNfcRATING INSTRUCTIONAL MATERIALS, 
COURSE OUTLINES t STUDENT 
PERFORMANCE OBJECTIVES, CRITERION 
MEASURES, AND SUPPORTING SKILLS IN 
THE ACADEMIC AREAS. THIS VOLUME 
ANALYZES THE TASKS OF THE SECONDARY 
CLERICAL TEACHER*S AIDE, WHO MAY 
PERFORM A VARIETY OF CLERICAL 
DUTIES IN VARIOUS SCHOOL 
DEPARTMENTS AND OFFICES AS WELL AS 
ASSIST THE TEACHER WITH 



NONPROFESSIONAL DUTIES. (AUTHOR/MF) 
VT 101 867 

KNUPKEt LUCILLE M., AND OTHERS 

AN ANALYSIS OF THE WORD PROCESSING 

OCCUPATION. 

OHIO STATE UNIV., COLUMBUS* 

INSTRUCTIONAL MATERIALS LAB. (TRADE 

AND INDUSTRIAL EDUCATION). 

OFFICE OF EDUCATION (DHEW), 

WASHINGTON, D.C. 

MF AVAILABLE IN VT-ERIC SET. 

PUB DATE - ND 248P.; SEE 

RELATED DOCUMENTS IN THIS ISSUE AS 

VT 101 823 THRU VT 101 866 AND VT 

101 868 THRU VT 101 874. 

DESCRIPTORS - ♦TASK ANALYSIS: 
♦BUSINESS CORRESPONDENCE; ♦OFFICE 
OCCUPATIONS; DOCUMENT ATf ON; OFFICE 
MACHINES; ♦JOB SKILLS; 
♦OCCUPATIONAL INFORMAHON; TASK 
PERFORMANCE: EQUIPMENT UTILIZATION 

ABSTRACT - THE OCCUPATIONAL 
ANALYSIS PROJECT WAS CONDUCTED FROM 
JUNE 1, 1973 TO DECEMBER 30 » 1974 
TO TRAIN VOCATIONAL TEACHERS IN THE 
TECHNIQUES OF MAKING A 
COMPREHENSIVE OCCUPATIONAL 
ANALYSIS. EACH ANALYSIS INCLUDES A 
STATEMENT OF THE VARIOUS TASKS 
PERFORMED IN AN OCCUPATIONt WITH 
THE APPROPRIATE ITEMS IDENTIFIED 
FOR EACH task: TOOLS AND EQUIPMEMTt 
PROCEDURAL KNOWLEDGE t SAFETY , 
KNOWLEDGE t MATHEMATICS SKILLSt AND 
SCIENCE AND COMMUNICATTON NEEDED 
FOR SUCCESSFUL PERFORMANCE. THE 
ANALYSIS DATA PROVIDED A BASIS FOR 
GENERATING INSTRUCTIONAL MATERIALSt 
COURSE OUTLINES, STUDENT 
PERFORMANCE OBJECTIVES* CRITERION 
MEASURES, AND SUPPORTING SKILLS IN 
THE ACADEMIC AREAS. THIS VOLUME 
ANALYZES THE TASKS P^ORMED IN 
WORD PROCESSING BY QUALIFIED 
WORKERS IN ENTRY-LEVEL AND ADVANCED 
POSITIONS. WORD PROCESSING INVOLVES 
HANDLING A WIDE VARIETY OF 
DOCUMENTS AND MACHINES WITHIN AN 
OFFICE TO PRODUCE THE MOST WORK IN 
THE LEAST TIME. (AUTHOR/MF) 

VT 101 901 

A HANDBOOK FOR COOPERATIVE 
EDUCATION STUDENTS. 
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BREVARD COMMUNITY COLL., COCOA, 
FLA. 

MF AVAILABLE IN VT-ER IC SET. 
PUB DATE - NO 26P. 

DESCRIPTORS - ♦COOPERATIVE 
EDUCATION: *COMMUNITY COLLEGES; 
* PROGRAM GUIDES 

IDENTIFIERS - FLORIDA; BREVARD 
COMMUNITY COLLEGE 

ABSTRACT ~ WHILE THE INFORMATION IN 
THIS HANDBOOK IS AIMED PRIMARIL'V AT 
INFORMING THE STUDENT, IT IS 
INTENDED TO SERVE AS A CONTINUING 
GUIDE TO THE THREE PARTNERS OF 
COOPERATIVE EDUCATION — STUDENTS , / 
EMPLOYERS, AND THE COLLEGE, THE 
CONTENTS INCLUDE DESCRIPTIONS OF 
COOPERATIVE EDUCATION IN GENERAL, 
THE SPECIFIC COOPERATIVE EDUCATION 
PROGRAM AT BREVARD COMMUNITY 
COLLEGE, THE COOPERATIVE TRAINING 
ASSIGNMENT, AND COOPERATIVE 
EDUCATION POLICIES AS WELL AS HINTS 
TO STUDENTS. APPENDED ARE 
APPLICATION AND ASSIGNMENT FORMS 
USED IN THE PROGRAM. lAUTHOR/LJ) 

VT 101 947 

RGWE, JOHN L. 

THE DEVELOPMENT OF TEACHING UNITS 
FOR OFFICE EDUCATION SIMULATED 
PROGRAMS FOR USE IN THE STATE OF 
NORTH DAKOTA. FINAL REPORT. 

NORTH DAKOTA UNIV., GRAND FORKS. 
DEPT. OF BUSINESS AND VOCATIONAL 
EDUCATION. 

NORTH DAKOTA STATE BOARD FOR 
VOCATIONAL EDUCATION, BISMARCK.; 
OFFICE OF EDUCATION I DHEW ) , ^ 
WASHIN^GTON, D.C. ▼ 
Mf. AVAILABLE IN VT-ER IC SET. 
PUB DATE - 15JUN73 61P.; SEE 
RELATED DOCUMENT VT 101 948 IN THIS 
I SSUE. u 

DESCRIPTORS - ♦OFFICE OCCUPATIONS 
EDUCATION; ♦DEVELOPMENTAL PROGRAMS; 
INSTRUCTIONAL MATERIALS; ♦OFFICE 
OCCUPATIONS; ♦models; ♦OCCUPATIONAL 
CLUSTERS; SURVEYS; QUESTIONNAIRES 
IDENTIFIERS - NORTH DAKOTA 



ABSTRACT - THE PURPOSE ,0F THIS 
JPLARV PROJECT IN VOCATIONAL 
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EDUCATION FOR THE STATE OF NORTH 
DAKOTA WAS TO DEVELOP SIMULATED 
OFFICE EDIJCATION MATERIALS FOR USE 
IN BUSINESS AND VOCATIONAL OFFICE 
EDUCATION PROGRAMS. THE PROJECT 
PERIOD WAS FROM SEPTEMBER 1970 
THROUGH JUNE 1973. "OCCUPATIONAL 
MODELS" WAS SELECTED AS THE 
IDENTIFYING NAME FOR THE CONCEPT 
DEVELOPED. EACh OF THE 24 MODELS 
CONTAINS TWO KITS, ONE FOR THE 
STUDENT-EMPLOYEE AND ONE FOR THE 
TEACHER-SUPERVISOR. A TEACHER'S 
MANUAL WAS WRITTEN TO ACCOMPANY THE 
MODELS. THESE 49 ITEMS COMPRISE THE 
LIBRARY OF NORTH DAKOTA 
OCCUPATIONAL/MODELS. OCCUPATIONAL 
MODELS ARE SELF-CONTAINED 
INSTRUCTIONAL PACKETS. DEVELOPED 
FROM ACTUAL OFFICES TO DUPLICATE 
MANY OF THE SITUATIONS AND 
ACTIVITIES INVOLVING THE OFFICE 
EMPLOYEE. THEY PROVIDE A REALISTIC 
EDUCATIONAL EXPERIENCE FOR STUD04TS 
AND ALLOW THEM TO EXPLORE A VARIETY 
OF OFFICE CAREERS. THE THREE PHASES 
OF "THE PROJECT-ORGANIZATION, 
DEVELOPMENT, AND DISTRIBUTION-ARE 
DESCRIBED IN THE REPORT, AS ARE 
SURVEYS MADE OF EMPLOYERS, 
EMPLOYEES, TEACHERS, AND STUDENTS. 
(MFI 

VT 101 948 

NORTH DAKOTA OCCUPATIONAL MODELS: A 
CAREER CLUSTER CONCEPT. A HANDBOOK 
FOR NORTH DAKOTA VOCATIONAL OFFICE 
EDUCATION TEACHER-COORDINATORS. 

NORTH DAKOTA UNIV., GRAND FORKS. 
DEPT. OF BUSINESS AND VOCATIONAL 
EDUCATION. 

NORTH DAKOTA STATE BOARD FOR 
VOCATIONAL EDUCATION, BISMARCK 
OFFICE OF EDUCATION CDHEW), 
WASHINGTON, D.C. 

DOCUMENT NOT AVAIUBLE IN VT-ERIC 
SET. 

PUB DATE - 73 105P.; SEE RELATEb^ 
DOCUMENT VT 101 947 IN THIS ISSUE. 

DESCRIPTORS - ♦OFFICE OCCUPATIONS 
EDUCATION; ♦TEACHING GUIDES; 
BUSINESS EDUCATION TEACHERS; 
♦OCCUPATIONAL CLUSTERS; 
♦OCCUPATIONAL INFORMATION; ♦MODELS; 
SIMULATION; TESTING 
IDENTIFIFRS - NORTH DAKOTA 
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ABSTRACT - NORTH DAKOTA 
OCCUPATIONAL MODELS WEKE DEVELOPED 
FRON ACTUAL OFFICES AND BUSINESSES 
IN THE STATE TO DUPLICATE ^EA L JOBS 
« AND MATERIALS IN SUCH A M/nI^ER THAT 
STUDENTS COULD WORK SEMI- 
INOEPENOENTLY. THE POSITION 
SIMULATION PACKETS PERMIT THE 
OCCUPiiilONAL MODEL TO SUBSTITUTE 
FOR OR ENRICH THE COOPERATIVE 
OFFICE EXPERIENCE. A VARIETY OF 
SUGGESTIONS FOR ORIENTATION, CAREER 
EXPLORATION, AND IMPLEMENTATION OF 
THE MODEL PLAN ARE PRESENTED IN 
THIS TEACHERS* MANUAL. EACH 
ACTIVITY CITED HAS BEEN TESTED AND 
FOUND EFFECTIVE IN SCHOOL USE. 
FORMS AND EXAMPLES ARE INCLUDED FOR 
ORIENTATION, PUBLIC RELATIONS, 
EVALUATION, AND SIMULATION 
IINTERNAL OFFICE PROCEDURES). (MFl 



VT 101 969 

CARVER, JEANNE, AND OTHERS 
JOB EXPLORATION AND MACHINE 
CURRICULUM GUIDE ANQ COURSE 
OUTLINE. 



SKILLS. 



ARIZONA STATE DEPT. OF EDUCATION, 
PHOENIX. 

MF AND HC AVAILABILITY WILL BE 
ANNOUNCED IN VOL. 9, NO. 2. 
PUB DATE - JUN73 195P. 

DESCRIPTORS - ♦CURRICULUM GUIDES; 
♦BUSINESS EDUCATION; •TYPEWRITING; 
♦OFFICE MACHINES; GRADE 10; 
PREVOCATIONAL EDUCATION; OFFICE 
OCCUPATIONS EDUCATION; SALES 
OCCUPATIONS 

IDENTIFIERS - *CAREER EXPLORATION 

ABSTRACT - THIS PRE-VOCAT lONA L 
COURSE IN BUSINESS EDUCATION IS 
DESIGNED TO ENABLE THE SOPHOMORE 
STUDENT TO COMPLETE A FULL YEAR OF 
TYPEWRITING, I XPLORF CAREERS IN 
BUSINESS, AND GAIN BEGINNING SKILLS 
FDR BUSINESS JOBS. THE TWELVE UNIT 
COURSE INCLUDES UNITS ON DATA 
PROCESSING OCCUPATIONS, BUSINESS 
MATH, AND THE OPERATI^OF SALES 
AND OFFICE MACHINES. X^JOB 
ORIENTATION UNIT PROVIDES PRACTICE 
IN JOB-FINDING SKILLS. EACH UNIT 
CONTAINS ACTIVITIES, EDUCATIONAL 
OBJECTIVES, MATERIALS AND MEDIA, 



AND SOURCES AND SUGGESTIONS. (NJ) 
VT 102 010 

BIBLIOGRAPHY ON CAREER EDUCATION. 

BRIDGEPORT BOARD OF EOUCATIONt 
CONN. 

BUREAU OF ADULT* VOCATIONAL* AND 

TECHNICAL EDUCATION CDHEW/OEl* 

WASHINGTON, D.C. 

MF AND HC AVAILABILITY WILL B»E 

ANNOUNCED IN VOL. 9* NO. 2. 

nEG-0-71-06 79<36l) 

PUB DATE - JUNia 23P.; SEE 

RELATED DOCUMENTS VT 102 Oil, VT 

102 15^, VT 102 155 AND VT 102 012 

IN THIS ISSUE. 

DESCRIPTORS - ♦ANNOTATED 
bibliographies; ♦CAREER EDUCATION; 
♦AUDIOVISUAL AIDS; FILMSTRIPS; 
PHONOGRAPH RECORDS; FILMS; 
EDUCATIONAL GAMES; TAPE RECORDINGS 
IDENTIFIERS - BRIDGEPORT; 
CONNECTICUT 

ABSTRACT - A RESEARCH BIBLIOGRAPHY 
FOR USE BY PERSONS INVOLVED IN 
IMPLEMENTING CAREER EDUCATION 
CONCEPTS, THIS DOCUMENT CONTAINS 
ALL OF THE COMMERCIALLY PRODUCED 
MULTIMEDIA USED BY PROJECT BACE 
WHICH IS CONNECTICUT'S EXEMPLARY 
PROJECT IN CAREER EDUCATION. THE 
RESOURCES LISTED INCLUDE BOOKS* 
FILMSTRIPS, RECORDS* CASSETTES* AND 
FILMS, WHICH ARE COMMERCIALLY 
PRODUCED. THE LISTED ITEMS ARE. ALL 
ANNOTATED AND INCLUDE GRADE LEVEL 
AND COMMERCIAL PRODUCER. 
(AUTHOR/VA) 



VT 102 044 " 
COMPETENCY BAStD EDUCATION, 
ANNOTATED BIBLIOGRAPHY. 



AN 



west virginia state dept. of 
educatlon, charleston. bureau of 
vocational, technical, and adult 
education. 

mf and hc availability will be 
announced in vol. 9, no. 2. 
pub date - 74 53p. 

descriptors - ♦annotated 
bibliogI^aphifs; ♦performance based 
education; ♦vocational education; 
resource guides . 
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ABSTRACT - MATERIALS INCLUOtD IN 
THIS BIBLIOGRAPHY WlRf. COLLECTED 
DURING 1^74 FOR THE EDUCATIflN 
PROFESSIONS DEVELOPMENT ACT 
PROJECT, "FAMILIARIZING lEWHFRS 
MITH NEW CURRICULUM MATERIALS". 
OBJECTIVES OF THIS PROJECT WERE TO 
TRAIN VOCATIONAL TEACHERS IN 
COMPET#NCY-BASED CURRICULAR MODELS. 
THE MATEJU4LS LISTED IN THIS 
BIBLIOGRAPHY ARE GROUPED AS 
FOLLOWS: AGRICULTURAL EDUCATION, 
ALLIED HEALTH OCCUPATIONS 
EDUCATION, BUSINESS AND OFFICE 
EDUCATION, HOME ECONOMICS 
EDUCATION, AND TRADE, INDUSTRIAL, 
AND TECHNICAL EDUCATION. EACH ENTRY 
NOTES THE AVAILABILITY AND COST OF 
THE ITEM. lAUTHOR/NJ) 

VT 102 080 

ESTABLISH CRITERIA FOR STUDENT 
PERFORMANCE IN A VOCATIONAL 
EDUCATION PROGRAM. MODULE D-1 . 
PROFESSIONAL VOCATIONAL TEACHER 
EDUCA^TION NODULE. 



OHIO STATE UNIV., COLUMBUS. 
FOR VOCATIONAL EDUCATION. 
MF AND HC AVAILABILITY WILL 
ANNOUNCED IN VOL. 9, NO. 2. 
PUB DATE - llDeC72 28P.; 
RELATED DOCUMENTS VT 102 OBI 
102 08^ IN THIS ISSUE. 



DESCRIPTORS - ♦TEACHER EDUCATION 
CURRICULUM;^ •PERFORMANCE CRITERIA; 
♦VOCATIONAL EDUCATION TEACHERS; 
♦PERFORMANCE BASED EDUCATION; 
STUDENT EVALUATION; STUDY GUIDES 

ABSTRACT - ThIS MODULE, PART OF A 

voC:ational teacher education 
curriculum unit, provides 
instruction in the establ iswent of 
criteria for student performance in 
vocational education programs. 

ESTABLISHING THESE OVERALL CRITERIA 
INVOLVES DETERMINING THE POINTS IN 
TIME FOR PERFORMANCE ASSESSMENT, 
THE PERFORMANCE OBJECTIVES TO BE 
ACHIEVED, AND THE LEVEL OF 
PERFORMANCE REQUIRED AT EACH 
ASSESSMENT. THE MODULE CONTAINS 
FOUR LEARNING EXPERIENCES, EACH 
WITH OBJECTIVES, ACTIVITIES AND 
OUTCOMES STATED IN BEHAVIORAL 




TERMS. A SUPPLEMENTARY SECTION 
INCLUDES INFORMATION SHEETS, 
CHECKLISTS, AND CHARTS RELATING TO 
THE LEARNING EXPERIENCES. INJ) 

VT 102 081 

ANALYZE AN OCCUPATION. MODULE #32 t 
33. PROFESSIONAL VOCATIONAL TEACHER 
EDUCATION MODULE. 

OHIO STATE UNIV., COCUMBUS. CENTER 

FOR VOCATIONAL EDUCATION. 

MF AND HC AVAILABILITY WILL BE 

ANNOUNCED IN VOL. 9, NO. 2. 

PUB DATE - 25SEP72 30P.; SEE 

RELATED DOCUMENTS VT 102 060 AND VT 

102 082 THRU 102 084 IN THIS ISSUE. 

DESCRIPTORS - ♦JOB ANALYSIS; 
♦VOCATIONAL EDUCATION TEACHERS; 
♦TEACHFR EDUCATION CURRICULUM; 
STUDY GUIDES; VOCATIONAL EDUCATION; 
BEHAVipAL OBJECTIVES 

ABSTRACT - THIS MOOULEt PART OF A 
VOCATIONAL TEACHER EDUCATION 
CURRICULUM UNIT, IS DESIGNED TO. 
PREPARE THE VOCATIONAL EDUCATIOH* 
TEACHER IN OCCUPATIONAL ANALYSIS. 
THE MODULE CONTAINS SEVEN LEARNING 
EXPERIENCES WHICH REQUIRE THE 
PROSPECTIVE VOCATIONAL EDUCATION 
TEACHER TO PLAN AN OCCUPATIONAL 
ANALYSIS AND TO ANALYZE SPECIFIC 
OCCUPATIONS WITH THE AID OF 
RESOURCE PEOPLE AND EXISTING 
OCCUPATIONAL ANALYSES. A 
SUPPLEMENTARY SECTION CONTAINS 
CHECKLISTS, EVALUATION FORMS, SELF- 
TESTS, AND INFORMATION SHEETS 
RELATED TO THE LEARNING 
EXPERIENCES. (NJ) 

H 

VT 102 082 

SELECT AND OBTAIN STUDENT 
INSTRUCTIONAL MATERIALS. MODULE 
#73, 74, 75, 78. PROFESSIONAL 
VOCATIONAL TEACHER EDUCATION 
MODULE. 

OHIO STATE UNIV., COLUMBUS. CENTER 
FOR VOCATIONAL EDXATION. 
MF AND HC AVAILABILITY WILL BE 
ANNOUNCED IN VOL. 9, NO. 2. 
PUB DATE - 03APR73 30P.; SEE 
RELATED DOCUMENTS VT 102 080, 102 
081, 102 083 AND 102 084 IN THIS 
ISSUE. 
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DESCRIPTORS - ♦HEDIA SELECTION; 
^TEACHER EDUCATION CURKICULUM; 
♦VOCATIONAL EDUCATION TEACHERS; 
LEARNING, ACTIVITIES; STUDY GUIDES-T ' 
INSTRUCTIONAL MATERIALS 

ABSTRACT - PART OF A SERIES OF 
VOCATIONAL TEACHER EDUCATION 
MODULES. THIS LEARNING GUIDE IS 
DESIGNED 16 HELP THF VOCATIONAL 
EDUCATION TEACHER SELECT AND OBTAIN 
INSTRUCTIONAL MATERIALS. THE MODULE 
CONTAINS THREE LEARNING 
EXPERIENCES. COMPLETE WITH 
OBJECTIVES, SELF-TESTS, INFORMATION 
SHEETS, AND CHECKLISTS. INCLUDED 
ALSO IS A DISCUSSION OF FACTORS TO 
BE CONSIDERED IN MATERIALS 
SELECTION SUCH AS LEVEL OF 
STUDENTS, AVAILABLE FACILITIES AND 
EQUIPMENT, AND ECONOMIC AND TIME 
CONSTRAINTS. IN ADDITION, THE 
SUPPLEMENTARY SECTION SUGGESTS 
POSSIBLE SOURCES QF INSTRUCTIONAL 
MATERIALS FOR CLASSROOM USE. (NJ) 

VT 102 063 

WRITE STUDENT PERFORMANCE 
OBJECTIVES FOR THE VOCATIONAL 
EDUCATION OFFERING.. MODULE «39. 
PROFESSIONAL VOCATIONAL TEACHER 
EDUCATION MODULE. 

OHIO STATE UNIV., COLUMBUS. CENTER 
FOR VOCATIONAL EDUCATION. 
MF AND HC AVAILABILITY WILL BE 
ANNOUNCED IN VOL. 9, NO. ?. 
PUB DATE - 18SEP72 32P.; SEE 
RELATED DOCUMENTS VT 102 08 0 THRU 
102 082 AND VT 102 084 IN THI S 
I SSUE. 

DESCRIPTORS > ^BEHAVIORAL 
OBJECTIVES; ^VOCATIONAL EDUCATION 
TEACHERS; ^TEACHER EDUCATION 
CURRICULUM; LEARNING ACTIVITIES; 
STUDY GUIDES 



ABSTRACT - THIS MODULE, PART OF A 
VOCATIONAL TEACHER EDUCATION 
CURRICULUM UNITt IS DESIGNED TO 
INSTRUCT THE VOCATIONAL EDUCATION 
TEACHER IN WRITING PERFORMANCE 
OBJECTIVES. THE MODULE CONTAINS 
SEVEN LEARNING EXPERIENCES, EACH 
WITH OBJECTIVES, ACTIVITIES, AND 
OUTCOMES STApTEO IN BEHAVIORAL 



TERMS. A SUPPLEMENTARY SECTIOfi 
INCLUDES INFORMATION SHEETS, SELF- 
TESTS, AND ANSWER KEYS RELATING TO 
THE LEARNING EXPERIENCES. (NJ) 

VT 102 084 

SEQUENCE STUDENT PERFORMANCE 
OBJECTIVES. MODULE #53, 54« 55/ 
PROFESSIONAL VOCATIONAL TEAfHER 
f-DUCATION MODULE. ;' 

OHIO STATE UNIV., COLUM»US. C€N7€R 
FOR VOCATIONAL EDUCATION. 1 

MF AND HC AVAILABILITY WILL BE 
ANNOUNCED IN VOL. 9, NO. 2. 

PUB DATE - 29MAR73 26P.; SEE 
RELATED DOCUMENTS VT 102 080 THRU 
102 083 IN THIS ISSUE. 

DESCRIPTORS - ♦TEACHER EDUCATION 
CURRICULUM; *VOCATIONAL EDUCATION 
TEACHERS; *BEHAVIORAL OBJECTIVES;. 
SEQUE^NTIAL LEARNING; LEARNING 
ACTIVITIES; STUDY GUIDES, * 

ABSTRACT - THIS MODULE, PART OF A 
VqCATIONAL TEACHER EDUCATION 
CURRICULUM UNIT, IS DESIGNED TO 
HELP THE VOCATIONAL EDUCATION 
ACQUIRE A COMPETENCY IN SEQUENCING 
STUDENT PERFORMANCE OBJECTIVES FOR 
VOCATIONAL COURSES* THE MODULE 
CONTAINS THREE LEARNING 
EXPERIEMCES,. EACH WITH OBJECTIVES* 
ACTlViriES, AND OUTCOMES STATED IN 
BEHAVIORAL T^RMS . A SUPPLEMENTARY 
SECTION INCLUDES CHECKLISTS, 
INFORMATION SHEETS* SAMPLE STUDENT 
PERFORMANCE OBJECTIVES, AND OTHER 
MATERIAL RELATED TO THE LEARNING 
EXPERIENCES. (NJT 

VT 102 085 

FOSTER, BRIAN, AND OTHERS 
ACCOUNTING CLERK GUIDE, INSTRUCTOR 
PACKET-PART I. A SPEC UNIT FOR THE 
lOTH, IITH, O-R 12TH GRADE. A CAREER 
EDUUTION UNIJ^UN EDITED 
DEVELOPMENTAL DRAFT) . 



MESA PJ^LIC SCHOOLS, ARIZ. 
ARIZONi STATE DEPT. OF EDUCATION, 
PHOENIX. 

DOCUMENT NOT AVAIUBLE IN MF OR HCW 
PUB DATE - JUN73 154P.5 SEE 
RELATED DOCUMENTS IN THIS ISSUE AS 
VT 102 086 THRU VT 102 092. 
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DESCRIPTORS - •ACCOUNTING; UNIT 

e.LAN; HIGH SCHOOL STUOFNTS; 
pNOIVlDUALIZtD INSTRUCTION; 
^•TEACHING GUIDES; ANSWER KEYS; 

CLERICAL OCCUPATIONS; PILOT 

PROJECTS 

ABSTRACT - THIS INSTRUCTOR PACKET 

IS Part of ft unit for grades io» 

lit and I2t DESIGNED FOR 
INDIVIDUALIZED PROGRESSION IN 
PREPARING students FOR ENTRY INTO 
THE OCCUPATION OF ACCOUNTING CLERK. 
THE COMPLETE UNIT CONSISTS OF FOUR 
PACKETS t EACH WITH TWO PARTS: 
INSTRUCTOR PACKFTt LEARNER PACKET, 
^ERCISE AND WORKSHEET PACKET* AND 
TEST PACKET. THE INSTRUCTOR PACKET 
LISI^S PERFORMANCE OBJECTIVESf 
VOCAAULARY, LEARNING TASKS* AND 
SUPPLEMENTAL ACTIVITIES FOR LESSONS 
I THROUGH 11. IT ALSO INCLUDES 
PRETEST ANDPOSTTEST KEYS. PART I 
OF THE UNIT IS CONCERNED WITH THE 
BASIC ACCOUNTING THEORY FOUND IN 
THE ACCOUNTING CYCLE, (NJ) 

VT 102 086 

FOSTER* BRIAN* AND OTHERS 
ACCOUNTING CLERK GUIDE* INSTRUCTOR 
PACKET-PART II. A SPEC UNIT FOR tHE 
lOTH* IITH* OR 12TH GRADE. A CAREER 
EDUCATION UNIT (AN EDITED 
DEVELOPMENTAL DRAFT), 
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PACKETS* EACH WI TH TWO PARTSt ^* 
INSTRUCTOR PACKET* LEARNER PA<»|T ♦ 
EXERCISE AND. WORKSHEET PACKET .-^ND 
TEST PACKET. THE INSTRUCTOR PAdCET 
LISTS PERFORMANCE OBJECTIVES* 
VOCABULARY* LEARNING TASKS-* AND 
SUPPLEMENTAL ACTIVITIES FOR LESSONS 
12 THROUGH 21, PRETEST AND POSTTEST 
KEYS ARE ALSO INCLUDED* PART 11 OF 
THE UNIT IS CONCERNED WITH THE 
BASIC ACCOUNTING THEORY AS IT^ilS 
USED WITH THE COMBINATION JOUfilNAL 
AND SUBSIDIARY LEDGERS. IT ALSO 
ACQUAINTS THE STUDENT WIT»* PAYROLL 
PROCEDURES AND DATA PROCESSING FOR 
ACCOUNTING. (NJ) 

VT 102 087 

FOSTER* BRIAN* AN6 OTHERS 
ACCOUNTING CLERK GUIDE, LEARNER 
PACKEl-PART I. A SPEC UNIT FOR THE 
lOTH* IITH* OR 12TH GRADE, A CAREER 
EDUCATION UNIT IAN EDITED 
DEVELOPMENTAL DRAFT). 

MESA PUBLIC SCHOOLS* ARIZ. 
ARIZONA STATE DEPT. OF EDUCATION, . 
PHOENIX, 

DOCUMENT NOT AVAILABLE IN MF OR hC. 
PUB DATE - JUN73 122P.; SEf 
RELATED DCfCUMENTS IN THIS ISSUE AS 
VT 102 08 5 THRU VT 102 086 AND VT M 
102 088 THRU VT 102 092. 

DESCRIPTORS - ♦ACCOUNTING; UNIT 
PLAN; HIGH SCHOOL STUDENTS; 
INDIVIDUALIZED INSTRUCTION; WUDY > 
GUIDES; CLEPllCAL OCCUPATICMS; PILOT 
PROJECTS 

ABSTRACT - THIS LEARNER PACKET IS 
PART OF A UNIT FOR GRADES 10* 11, 
AND 12* DESIGNED FOR INDIVIDUALIZED 
PROGRESSION IN PREPARING STUDENTS 
FOR ENTRY INTO THE OCCUPATION OF 
ACCOUNTING CLERK, THE COMPLETE UNIT 
CONSISTS OF FOUR PACKETS* EACH WITH 
TWO PARTS: INSTRUCTOR PACKET* 
LEARNER PACKET, EXERCISE AND 
WORKSHEET PACKET* ANO TEST PACKET. 
THE LtARNER PACKET CONTAINS 
VOCABULARY, ^GGESTA LESSON TIME* 
SELF-CHECK KEYS* AND WORKSHEETS FOR 
LESSONS 1 THRpUGM- 11, PART I »^0F THE 
UNIT IS CONCERNED WifH THE ^ BASIC 
ACCOUNTING THEpRY FOUND IN THE 
ACCOUNTING CYCLE. (NJ ) 



KESA PUBLIC SCHOOLS* ARIZ, 
ARIZONA STATE DEPT. OF EDUCATION* 
PHOENIX. 

DOCUMENT NOT AVAILABLE IN MF OR HC. 
PUB O^E - JUN73 175P.; SEE 
RELATED DOCUMENTS IN THIS ISSUE AS 
VT 102 085^ AND VT 102 087 THRU 102. 
092 . 

OFSCRiPTORS - *ACCOUNTING? UNIT 
plan; HIGH SCHOOL STUDENTS; 
INDIVIDUALIZED INSTRUCTION; 
★TEACHING GUIDES; ANSWER KEYS; 
CLERICAL OCCUPATIONS; PILOT 
PROJECTS 

ABSTRACT - THIS INSTRUCTOR PACKET 
IS. PART OF A UNIT FOR GRADES 10* 
11, ANO 12, DESIGNED 
INDIVIDUALIZED PROGRESSION IN 
PREPARING STUDENtS FOR ENTRY INTO 
THE OCCUPATION OF ACCOUNTING CLERK. 
THg CONPLETE UNIT CONSISTS OF FOUR 
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VT 102 088 

FOSTERt BRFANf AND OTHERS 
ACCOUNTING CLERK GUIDtt LEARNER 
PACKET-PART II, A SPEC UNIT FOR THE 
lOTH, IITH, OR 12TH GRADE. A CAREER 
EDUCATION UNIT (AN EDITED 
DEVELOPMENTAL DRAFT). 

MESA PUBLIC SCHOOLS, ARIZ. 
ARIZONA STATE DEPT. OF EDUCATION, 
PHOENIX. 

DOCUMENT NOT AVAILABLE IN MF OR HC. 
PUB DATE - JUN73 USP,. ; SEE 
RELATED DOCUMENTS IN TKIS ISSUE AS 
VT 102 085 THRU VT 102 087 AND VT 
102 089 THRU VT 102 092. 

DESCRIPTORS - *ACCOUNTING; UNIT 
PLAN; HIGH SCHOOL STUDENTS; 
rNDIVIDUALIZED INSTRUCTION; ♦STUDY 
GUIDES; PILOT PROJECTS; CLERICAL 
OCCUPATIONS w^*^ 

ABSTRACT - THIS LEARNER PACKET IS 
PART OF. A, UNIT FOR GRADE? 10, 11, 
AND 12, DESIGNED FOR INDIVIDUALIZED 
PROGRESSION IN PREPARING THE 
STUDENT FOR ENTRY INTO THf: 
OCCUPATION OF ACCOUNTING cLERK. THE 
COMPLETE UNIT CONSISTS OF FOUR 
PACKETS, EALH WITH TWO PARTS: 
.INSTRUCTOR PACKET, LEARNER PACKET, 
EXERCISE AND WORKSHEET PACKET, AND 
TEST PACKET. THE LEARNER PACKET . 
CONTAINS VOCABULARY, SUGGESTED ■ 
LESSON TIME, SELF-CHECK KEYS, AND 
WORKSHEETS FOR LESSONS 12 THROUGH 
21. PART II OF THE UNIT IS 
CONCERNED WITH THE BASIC ACCOUNTING 
THEORY AS IT IS USED WITH THE 
CONBINATIOr^ AND SUBSIDIARY LEDGERS. 
IT ALSO ACQUAINTS THE STUDENT WITH 
PAYROLL PROCEDURES AND DATA 
PROCESSING FOR ACCOUNTING. (NJ); 

VT 102 089 

FOSTER, BRIAN, AND OTHERS 
ACCOUNTING CLERK GUIDL, EXERCISE 
AND WORKSHEET PACKET-PART I. 



p. 



ARIZ. 
^PF EDUCATION, 



HC. 



?<ESA PUBLIC SCHOO 
ARIZONA STA^TE DEP 
PHOENIX. 

DOCUMENT NOT AVAILABLE IN MF OR 
PUB DATE - JUN73 2 5P.; SEE 
RELATED DOCUMENTS IN THIS ISSUE AS 
VT 102 085 THRU VT 102 088 AND VT 
ERJc^^^ thru VT 102 092. 



descriptors r- ♦acco^'nting; unit 
Uplan; high school students; 
individualized instruction; 
♦worksheets; pilot projects; 
clerlcal^ occupations 

abstract - this exercise and 
"worksheet packet is part of a unit 
for grades 10, 11, ano 12 t designed 
for individualued progression in 
preparing students for entry into 
the occupation of accounting clerk* 
the complete unit comsist^ of four 
packets, each with two parts: 
instructor packet, learner packet, 

EgERCISE /!ND WORKSHEET PACKET, AND 
TEST PACKET. THE EXERCISE AND ' 
WORKSHEET PACKETf^oNTAINS A COPY OF 
EVERY WORKSHEET IN THE LEARNER • 
PACKET FOR LESSONS 1 THROUGH 11 SO 
THAT THE INSTRUCTOR CAN DUPLICATE 
THESE PAGES IF THE PACKET IS TO BE 
SAVED FOR OTHER LEARNERS. PART I OF 
THE UNIT IS CONCERNED WITH THE 
BASIC ACCOUNTING THEORY FOUND IN 
THE ACCOUNTING CYCLE- < N J ) 

VT 102 090 
FOSTER, BRIAN, AND OTHERS 
ACCOUNTING CLERK GUIDE, EXERCISE 
AND WORKSHEET PACKET-PART II. 

MESA PUBLIC SCHOOLSt ARIZ, 
ARIZONA STATE DEPT. OF EDUCATION, 
PHOEN-IX. 

DOCUMENT NOT AVAILABLE IN MF OR HC. 
PUB DATE - JUN73 27P.; SEI 
RELATED DOCUMENTS IN THIS ISSUE AS 
VT 102 .08 5 THRU VT 102 089 AND VT 
102 091 THRU VT 102 092. 

DESGifl^^RS - ♦ACCOUNTING; UNIT 
PLAW^IPh SCHOOL STUDENTS; 

inoi\?™alized instruction; 
♦worksheets; clerical occupations 

abstr - this exercise and 
worksheet packet is part of a unit ^ 
for grades 10, 11, and 12, designed 
for individualized progression vji 
preparing students for entry into 
THE Occupation OF accounting clerk. 

THE COMPLETE UNIT CONSISTS OF FOUR ' 
PACKETS, EACH WITH TWO PARTS: 
INSTRUCTOR PACKET, LEARNER PACKET, 
EXERCISE AND WORKSHEET PACKET, AND 
TEST PACKET. THE EXERCISE ANO 
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WORKSHEET PACKET CONTAINS A COPY OF 
EVERY WORKSHEET IN THE LEARNEK 
ACKET FOR LESSONS 12 THROUGH 21 SO 
HAT THE INSTRUCTOR CAN DUPLICATE 
THESE PAGES IF- THE PACKET IS TO BE 
SAVED FOR OTHER LEARNERS. PART II 
OF THE UNIT IS CONCERNED WITH THE 
BASIC ACCOUNTING THEORY AS IT IS 
USED WITH THE COMBINATION JOURNAL 
AND SUBSIDIARY LEDGERS. IT ALSO 
ACQUAINTS THE STUDENT WITH PAYROLL 
PROCEDURES AND DATA PROCESSING FOR 
ACCOUNTING. (N4) 

VT 102 091 

f^=OSTER, BRIAN, AND OTHERS 
ACCOUNTING CLERI$^IDE, TESt' 
PACKET-PART I. ^ ^ 

MESA PUBLIC SCHOOLS, ARIZ. 
ARIZONA STATE DEPT. OF EDUCATION, 
PHOENIX. 

DOCUMENT NOT AVAILABLE IN MF OR " HC . 
PUB DATE - JUN73 6 IP.; SEE 
RELATED DOCUMENTS IN THIS ISSUE AS 
VT 102 085 THRU VT 102 090 AND VT 
102 092. 

► tSCRIPTORS - ♦TESTS; ♦PRETESTS; 
♦POST TESTING; ♦ACCOUNTING; UNIT 
PLAN; HIGH SCHOOL STUDENTS; 
CLERICAL OCCUPATIONS; PILOT 
PROJECTS 

ABSTRACT - THIS TEST PACKET IS PART 
OF A UNIT FOR GRADES 10, 11, AND 
12, DESIGNED FOR INDIVIDUALIZED 
PROGRESSION IN PREPARING STUDENTS 
FOR ENTRY INTO THE OCCUPATIOM OF 
ACCOUNTING CLERK." THE COMPLETE UNIT 
CONSISTS OF FOUR PACKETS, EACH WITH 
Two PARTS: INSTRUCTOR PACKET, 
LEARNER PACKET, EXERCISE AND 
WORKSHEET PACKET, AND TEST PACKET, 
THE TEST PACKET CONTAINS BOTH 
PRETESTS AND POSTTESIS FOR LESSONS 
1 THROUGH 12. PART I OF THE UNIT IS 
CGNCERNfcD WITH THE BASIC ACCOUNTING 
THEORY FOUND IN THE- ACCOUNT ING 
CYCLE. (NJ) 

VT 102 092 

roster, ^ brian, and others 
Accounting clerk guide, test 
packeth>art ii. 




PUBLIC SCHOOLS, ARIZ. 
AA STATF DEPT. 1)F EDUCATION, 
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PHOENIX. 

DOCUMENT NOT AVAILABLE IN MF OR HC. 
PUB DATE - JUN73 131P.; SEE 
RELATED DOCUMENTS IN THIS ISSUE AS 
VT 102 085 THRU VT 102 091. 

DESCRIPTORS - ♦ACCOUNTING; *TESTS; 
♦PRETESTS; ♦POST TESTING; 
INDIVIDUALIZED INSTRUCTION; UNIT 
PLAN; HIGH SCHOOL STUDENTS; 

CLERICAL occupations; PILOT 
PROJECTS 

ABSTRACT - THIS TEST PACKET IS PART 
OF A UNIT FOR GRADES 10, 11, AND 
12, DESIGNED FOR INDIVIDUALIZED 
PROGRESSION IN PREPARING THE 
STUDENT FOR ENTRY INTO THE 
OCCUPATION OF 'ACCOUNTING CLERK. THE 
COMPLETE UNIT JiONSlSTS OF FOUR 
PACKETS, EACH^ITH TWO PARTS: 
INSTRUCTOR PACKET, LEARNER PACKET, 
EXERCISE AND WORKSHEET PACKET, AND 
TEST PACKET. THE TEST PACKET 
CONTAINS BOTH PRETESTS AND 
POSTTESTS FOR LESSONS 12 THROUGH 
21, PART II OF THE UNIT IS 
CONCERNED WITH THE BASIC ACCOUNTING 
HEGRY AS IT IS USED IN THE 
OMBINATION JOURNAL AND SUBSIDIARY 
LEDGERS. IT ALSO ACQUAINTS THE 
STUDENT WITH PAYROLL PROCEDURES AND 
DATA PROCESSING FOR ACCOUNTING. 
(NJ) 

VT 102 191 

ROBEY, DORIS; BURR, BETTY 
A COMPARATIVE iSTUDY OF ALTERNATIVE 
METHODS AND TECHNIQUES IN 
STENOGRAPHIC TRAINING. 

PULASKI COUNTY SPECIAL SCHOOL 
DISTRICT, ARK. 

ARKANSAS STATE DEPT. OF EDUCATION, 
LITTLE ROCK.; BUREAU OF - 
OCCUPATIONAL AND ADULT EDi£aTION 
(DHEW/^OE), WASHINGTON, D.C. 

.'M^;VAILABIL1TY WILL 
ANNOUNcaj&js#^ VOL* 9>$i-n0. 2. 
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1974- IN THE LITTLE ROCK AREA 
REVEALED THERE WAS A DEMAND FOR 
OFFICE PERSONNEL WHO COULD TAKE 
SHORTHAND; THERE WAS A DEFINITE 
NEEOTOR THE INITIATION AND 
IMPLEMENTATION OF A PROGRAM AT 
MCCLELLAN HIGH SCHOOL TO BOOST 
ENROLLMENT IN' SHORTHAND COURSES. 
, THE PURPOSE OF THIS STUDY WAS TO 
DETERMINE IF STUDENTS COULD ACQUIRE 
A PROFICIENCY LEVEL IN 
TRANSCRIPTION FOR EMPLOYMENT IN A ' 
ONE-YEAR PERIOD THAT EXCEEDlS THE 
LEVEL NOW ACHIEVED IN THE 
TRADITIONAL SHORTHAND CLASSES. A 
COMPARATIVE STUDY WAS CONDUCTED TO 
ASCERTAIN WHETHER STUDENTS COULD 
ACHIEVE A HIGHER LEVEL OF SKILL 
THROUGH THE USE OF MACHINES OR BY 
T»4E TRADITIONAL APPROACH. ALL 
STObENTS HAD ONE. HOUR OF 
INSTffMCTiON DAILY. THE MACHINE 
METHOD^ TEACHING SHORTHAND 
APPEARED TO BE A SUPERIOR METHOD. 
FORTY-FOUR PERCENT OF THE STUDENTS 
IN THE EXPERIMENTAL MACHINE 
SHORTHAND GROUPS ^D REACHED A JOB- 
ENTRY SKILL LEVEL BY THE END OF THE 
SCHOOL YEAR. THIS COMPARED TO 6 
PERCENT- IN THE CONTROL GROUPS OF 
TRADITIONAL GREGG SHORTHAND. (VA) 

VT 102 215 

CASHIER/ACCOUNTS RECEIVABLE CLERK 
EXPLORATION. 

PORTSMOUTH CITY SCHOOLSt VA. 
BUREAU OF OCCUPATIONAL AND ADULT 
EDUCATION .(DHEW/OE)t WASHINGTON* 
D.C. 

MF AND HC AVAILABILITY WILL BE 
ANNOUNCED IN VOL. 9, NO. 3. 
PUB DATE - JUN75 38P.; RELATED 
DOCUMENTS VT 102 215-<3;^ROUGH • VT 102 
218 IN THIS ISSUE. 

DESCRIPTORS - *CAREER EDUCATION; 
♦JUNlbR HIGH SCHOOLS; *DI STRI BUTIVE 
EDUCATION; *CLtRICAL OCCUPATIONS; 
♦SIMULATION 



PREPARING STATEMENTS* AND SCHEDULE 
OF ACCOUNTS RECEIVABLE. ALSO 
INCLUDED IN THIS DOCUMENT ARE A 
PRETEST AND POSTTEST FOR THE UNIT 
AND A GLOSSARY. (LJl. 

VT 102 217 

CLERK-TYPIST EXPLORATION. 

PORTSMOUTH CITY SCHOOLS* VA . 
BUREAU^ OF OCCUPATIONAL AND ADULT ' 
EDUCATION fDHEW/OE) * WASHINGTON* 
D.C. 

MF AND HC AVAILABILITY WILL BE 
ANNOUNCED IN VOL. 9* NO. 3. 
PUB DATE - JUN75 r^3P;j RELATED 
DOCUMENTS VT 102 215 THROUGH VT 102 
218 IN tHiS ISSUE. \ 

} . .-F 

DESCRIPTORS - *CAREER EDUCATION; 
♦JUNIOR HIGH SCHOOLS; DISTRIBUTIVE 
EDUCATION; *CLERICAL XCUPATIONS; 
♦SIMULATION; *TYPISTS 

ABSTRACT - THESE STUDENT MATERIALS 
PRESENT EXERCISES DESIGNED TO . 
SIMULATE THE JOB PERFORMED BY A 
CLERK-TYPIST. THE CONTENT OF THE 
COURSE COVERS JOB fNSTRUCTIONS* 
FORM LETTER St INVOICES* A ROUGH 
DR-^FT BUSilNESS REPORT* PURCHASE 
REQUISITION* PURCHASE ORDER* 
TELEPHONE CONVERSATION* AMD RATING 
SCALE-^TELE PHONE PERSONALITY. ALSO 
INCLUDED IN'THIS DOCUMENT ARE A 
PRETEST AND POSTTEST FOR THE UNIT 
AND A GLOSSARY. ( L J ) 

VT 102 218 

FLESHMAN, KAY M. 
DESIGN FOR A ONE-SEMESTER 
CURRICULUM FOR EXPLORATORY 
.BUSINESS. FINAL REPORT. 

PORTSMOUTH CITY SCHOOLS, VA . 
BUREAU OF OCCUPATIONAL AND ADULT 
EDUCATION (DHEW/OE)* WASHINGTON* 
D.C. 

MF AND HC AVAILABILITY WILL BE 
ANNOUNCED IN VOL. 9* NO. 3. 
PUB DATE - JUN75 38P.; RELATED 
DXUMENTS VT 102 215 THROUGH VT 102 
218 IN THIS ISSUrC 

pESCRIPTORS *JUNIOR HIGH SCHOOLS; 
♦CAREER EDUCATION; ♦BUSINESS 
EDUCATION; ♦CURRICULUM GUIDES; 
♦SIMULATION 



ABSTRACT - THESE STUDENT MATERIALS 
PRESENT EXERCISES DESIGNED TO 
SIMULATE THE JOB PERFORMED BY A 
CASHIER/ACCOUNTS RECEIVABLE CLERK. 
THE CONTENT OF THE COURSE COVERS 
JOB INSTRUCTIONS, WRITING RECEIPTS* 
PcDiHG CASH* CUSTOMER ACCOUNTS* 
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ABSTRACT - THIS FINAL REPORT 

ONSISTS OF FOUR PARTS: ( 1) A 
REPORT OF THE PROJECT TO DESIGN AN lli 
EXPLORATORY BUSINESS COURSE, C2 I A 'J 
COURSE OUTLINE FOR "THAT COURSE, iW^^' 
A LIST OF OBJECTIVES AND TEACHING 
SUGGESTIONS, AND (4) A BIBLIOGRAPHY 
AND LIST OF RESOURCES. THE INTENT 
OF THE PROJECT WAS TO DESIGN A 
CURRICULUM FOR A ONE-SEMESTER 
COURSE AT THE JUNIOR HIGH SCHOOL 
LEVEL WHICH WOULD ALLOW STUDENTS TO 
DISCOVER HOW BUSINESSES OPERATE AND 
TO EXPLORE OPPORTUNITIES FOR A 
CAREER IN BUSINESS. ALONG WITH THE 
CURRICULUM GUIDE, SIMULATIONS WERE ^ 
DEVELOPED FOR THE JOBS OF CLERK- 
tYPIST, RETAIL SALES CLERK, AND 
CASHIER/ACCOUNTS RECEIVABLE CLERK. 
«LJ) 

VT 102 259 

LEARNING ABOUT BUSINESS. 



OHIO STATE UNIV., COLUMBUS. CENTER 
FOR VOCATIONAL EDUCATION. 

ATIONAL INST., OF EDUCATION I DHEW ), 
WASHINGTON, D.C. 
DOCUMENT NOT AVAILABLE IN MF OR HC. 
CENTER FOR VOCATIONAL EDUCATION, 
OHIO STATE UNIVERSITY, 19ft0 KENNY 
ROAD, COLUMBUS, OHIO 43210* (ORDER 
#C22, J7.00 EA.) 
PUB DATE - 74 118P. 

DESCRIPTORS - *CAREER EDUCATION; 
LEARNING ACTIVITIES; GRADE 1; GRADE 
2; GRADE 3; GRADE 4; INTEGRATED 
CURRICULUM; ♦TEACHING GUIDES; 
SKIAL STUDIES; *BUSINESS 
EDUCATION; *CAREER AWARENESS 

ABSTRACT - IN THIS TEACHER«S GUIDE, 
LEARNING EXPERIENCES FOCUS ON 
HELPING STUDENTS IN PRIMARY GRADES 
DEVELOP THEIR UNDERSTANDING OF THE 
INTERRELATIONSHIPS AMONG 
BUSINESSES, WORKERS, AND FAMILIES 
THROUGH EXAMINATIONS OF LOCAL 
STORES AND BUSINESSES AND OF THE 
WORKERS WHO WORK IN THEM. STUDENTS 
^ARE GIVEN THE OPPORTUNITY TQ 
PaCQUIRE ECONOMIC AWARENESS AND 
SELF-SUFFICIENCY. THEY LEARN TO 
MATCH NEEDED GOODS AND SERVICES TO 
THE TYPES OF STORES AND BUSINESSES 
Vn^^*'*OVlD£ THEM. THEY IDENTIFY 
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^^p? EXPLORE THE BASIC BUSINESS 
MiNClPLES OF INCOME, EXPiENSES, AND 
^PENDENCE ON WORKERS, CUSTOMERS, 
AND OTHER BUSINESSES. THE SUBJECT 
AREA FOR WHICH THE MATERIALS IN 
THIS GUIDE HAVE POTENTIAL IS SOCIAL 
STUDIES. EACHdSET OF LEARNING 
EXPERIENCES CONTAINS A STUDENT 
OBJECTIVE, SET OVERVIEW, RESOURCE 
LIST, TEACHER-PREPARATION TifSKS, 
LEARNING ACTIVITIES, AND 
SUGGESTIONS FOR EVALUATION-SUMMARY 
ACTIVITIES, (|UTHOR/NJr 



VT 102 344,|(j|r 
METRIC EDuStION. AN ANNOTATED 
BIBLIOGRAPHY FOR VOCATIONAL, 
TECHNICAL AND ADULT EDUCATION. 
BIBLIOGRAPHY SERIES NO. 26. 

OHIO STATE UNIV., COLUMBUS. CENTER 

FOR VOCATIONAL EDUCATION. 

BUREAU OF OCCUPATIONAL AND ADULT 

EDUCATION (OHEW/QEI, WASHINGTON, 

D.C. 

MF AND HC AVAILABILITY WILL BE 
ANNOUNCED IN VOL. 9, NO. 3. 

0EC-0--74-9335 

CENTER FOR VOCATIONAL EDUCATION, 
OHIO STATE UNIVERSITY, 1960 KENHY 
ROAD, COLUMBUS, OHIO 43210. CORbER 
#6B26, $10.00 EA.) 

PUB DATE - 74 156P.; -RELATED , 
DOCUMENT. VT 102 227 IN THIS ISSUE. 

DESCRIPTORS - *ANNOTATEO 
BIBLIOGRAPHIES; ♦METRIC SYSTEM; 
♦VOCATIONAL EDUCATION; ♦REFERENCE 
MATERIALS 

ABSTRACT - THIS ANNOTATED 
BIBLIOGRAPHY IS DESIGNED TO ASSIST 
VOCATIONAL, TECHNICAL, AND ADULT 
EDUCATION TEACHERS AND OTHERS 
LOCATE AVAILABLE MATERIALS ON 
METRIC EDUCATION. EACH CITED ITEM 
IS AVAILABLE FROM A SUPPLIER OR AN 
INFORMATION SYSTEM. IT IS ORGANIZED 
INTO THREE SECTIONS; INSTRUCTIONAL 
MATERIALS, REFERENCE Mi^ERIALS AND 
RESOURCE LISTS. THE INSTRUCTIONAL 
MATERIALS SECTION IS ORGANIZED BY 
MATERIAL TYPE: INSTRUCTOR GUIDES, 
STUDENT>ATERIALS, AND AUDIO-VISUAL 
MATERIAIS^. EACH CITATION PROVIDES 
INFORMATION ON POSSIBLE USE; FOR 
EXAMPLE, EI^UCATIONAL LEVEL 
INDICATED IN^PARENTHESIS AT THE END 
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OF EACH ClfATION AND CONTENT 
INDICATED IN THE ANNOTATION. 
INCLUDED IN THE REFERENCE MATERIALS 
SECTION ARE ITEMS ON GENERAL 
METRICATIONf IMPACT ON EI^CATION, 
MFTRICATION OF BUSINESS AND 
INDUS TRY f IMPACT ON CONSUMERS t 
INTERNATIONAL SYSTEM Of UNITS <SI)» 
CONVERTING FROM CUSTOMARY TO METRIC 
UNITSv NATIONAL AND INTERNATIONAL 
STANDARDS* AND BIBLIOGRAPHIES. THE 
LISTS OF RESOURCES IN SECTION THREE 
ARE DESIGNED TO HELP THE USER 
LOCATE ORGANIZATIONS* PUBLISHERS* 
SUPPLIERS* AND RESOURCE PERSONS WHO 
MAY BE HELPFUL IN DEVELOPING OR 
SELECTING CURRICULUM MATERIALS. 
NAMES* ADDRESSES* AND AVAILABLE 
MATERIALS AND SERVICES ARE GIVEN. 
lAUTHOR/NJ) 

VT 102 365 
CURRY* CHARLES 

A COMPILATION* PREPARATION AND 
DISTRIBUTION OF INSTRUCTIONAL 
MATERIALS THAT EMPHASIZE POSITIVE 
WORK ETHICS. FINAL REPORT. 

VIRGINIA POLYTECHNIC INST. AND 

STATE UNIV.* BLACKSBURG. DEPT. OF 

AGRICULTURAL EDUCATION. 

VIRGINIA STATE DE^T. OF EDUCATION, 

RICHMOND. DIV. OF VOCATIONAL 

EDUCATION.; OFFICE OF EDUCATION 

fOHEW)t WASHINGTON* D.C. 

MF AND HC AVAILABILITY WILL BE 

ANNOUNCED IN VOL. 9* NO. 3. 

PUB DATE -.JUN75 15P.; RELATED 

DOCUMENT VT 102 366 IN THIS ISSUE. 

DESCRIPTORS - ♦INSTRUCTIONAL 
MATERIALS; ♦WORK ATTITUDES; ETHICAL 
VALUES: NATIONAL SURVEYS; ♦MEDIA 
SFLECTION 

ABSTRACT - A SUkVEY WAS CONDUCTED 
AMOrJG 3^3 CHAlRMtiM OF COLLEGE 
VOCATIONAL TEACHER EDUCATION 
DEPARTMENTSr PERSONS RESPONSIBLE 
FOR CURRICULUM DEVELOPMENT CENTERS, 
RESEARCH UNIT COORDINATORS, 
REPRESENTATIVES OF THE NATIONAL 
NETWORK FOR CURRICULUM COORDINATION 
IN VOCATIONAL EDUCATION* STATE 
SCHOOL SUPERINTENDENTS* AND STATE 
VOCATIONAL EDUCATION DIRECTORS TO 
SELECT MEDIA AND GATHER 
I "O PTIONAL MATERIALS THAT 
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STRESSED POSITIVE WORK ATTITU/t»ES :ev • . 

, AND ETHICAL VALUES. MATERIALS * . * 
FOCUSING. ON PRIDE IN GOOD ' . * j 
WORKMANSHIP* JOB ATTAINMENT Af^D f ; 
HOLDING PQM§;i* OCCUPATIONAL ' » ' • 
DECISIONMAKING* AND POTENTIAL JOB >te 
SATISFACTION WERE COMPILED AND ■ ^ \ 
ISSUED AS A SEPARATE ANNOTATED 
BIBI^GRAPHY* VT 102 '366 IN THIS 

^ ISSq|« TO ASSIST IN TEACHING 
POSITIVE WORK ATTITUOESfHORE 
EFFECTIVELY. CONTACT LETTERS* 
SURVEY INSTRUMENT* AND BIBLIOGRAPHY. 
FORM ARE APPENDED. IKJ) 

VT 102 366 
CURRY* CHARLES 

AN ANNOTATED BIBLIOGRAPHY OF 
INSTRUCTIONAL MATERIALS WHICH 
EMPHASIZE WORK ETHICS. 

VIRGINIA POLYTECHNIC INST. AND 

STATE UNIV.* BLACKSBURG. DEPT. OF 

AGRICULTURAL EDUCATION. 

VIRGINIA STATE DEPT. OF EDUCATION* 

RICHMOND. DIV. OF VOCATIONAL 

EDUCATION.; OFFICE OF EDUCATION 

(DHEW), WASHINGTON* D.C. a 

MF AND HC AVAILABILITY WILL BE | 

ANNOUNCED IN VOL. 9* NO. 3. 

PUB DATE - JUN75 122 P.; RELATED 

DOCUMENT VT 102 365 IN THIS ISSUE. 

DESCRIPTORS - ♦ANNOTATED 
BIBLIOGRAPHIES; ♦WORK ATTITUDES; 
♦MEDIA SELECTIONS ♦INSTRUCTIONAL 
MATERIALS; ETHICAL VALUES 

ABSTRACT' - ANNOTATED BIBLIOGRAPHY 
ISSUED AS THE RESULT OF A MEDIA 
SELECTION -SURVEY* VT 102 365 IN 
THIS ISSUE. THE PROJECT WAS 
DESIGNED TO COMPILE* EVALUATE* AND 
ORGANIZE TITLES AND SOURCES OF 
INSTRUCTIONAL MATERIALS DEALING 
WITH SUBJECTS RELATED TO POSITIVE 
WORK ATTITUDES. SUBJECT MATERIAL 
INCLUDES PRIDE. IN GOOD WORKMANSHIP* 
GETTING AND HOLDING A JOB* ETHICAL 
CONDUCT, REASONS FOR WORKING* 
REALISTIC SELF-IMAGE* JOB 
SATISFACTION* OCCUPATIONAL CHOICE* 
AND CAREER ADVANCEMENT. TYPES OF 
MfTERIAL AVAILABLE ARE BOOKS* | 
FILMS* SLIDES AND FILM STRIPS* AMD ^ 
RECORDS. THE INTE^ED AUDIENCE 
RANGE INCLUDES PRE-K THROUGH 
ADULTS* HANDICAPPED AND 



BUSINESS AND OFPIt^ 



TEACHERS tT64>tHE*EDUttoH<'St ' 




• ^ 

SUBJECTINDEX 



This index lists titiiSs of documents under the major subject terms that have been assigned to 
charactenze their contents. The subjects, which consist of terms in the Thesaurus of ERIC 
Descriptors and additional identifiers, are|isted in alphabetical order. 

As shown in the example below, the page on which the document abstract appears is displayed 




AUDIOVISUAL AIDS 

VT 015 715 ~~ 

RESOURCE BIBLIOGRAPHY FOR 
VOCATIONAL EDUCATION. 

VT 102 010 

• BIBLIOGRAPHY ON CAREER 
EDUCATION. 

AUTOINSTRUCTIONAL AIDS ' 

VT 161477 . 

SELF-INSTRUCTIONAL COURSE IN 
ELEMENTARY TYPEWRITING IL 

VT lOl 791 

SELF-INSTRUCTIONAL COURSE IN 
BEGINNING TYPEWRITER. 

BANKING 
VT 015 141 

BANKING AND MONEY. 
VT 015 321 

INDUSTRIAL BANKING. 
VT 016 868 

YOUR FUTURE IN BANKING ACRO- 

ROSEN CAREER GUIDANCE SERIES 
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A BSTRACT ^ 
VT 015 688 
ABSTRACTS 
MATERIALS 
TECHNICAL 
VOLUME 5f 
VT 015 712 



ED 065 668 
OF INSTRUCTIONAL 
IN VOCATIONAL AND 
EDUCATION (AIM), 
NUMBER 3. 

ED 063 505 
BUSINESS AND OFFICE 
EDUCAT ION — INSTRUCT lONA L 
MATERIALS. 
VT 016 5 24 ED 068 627 

ABSTRACTS OF INSTRUCTIONAL 
MATiktlALS f6r CAREER 
EdUCATION. 
VT ioi 453 

VOCATIONAL EDUCATION STATE 
If^STHUCTIONAL MATERIALS FOR 
: OFFICE OCCUPATIONS. REVISED 
' 1974. 
VT 101 476 

A NATIONAL ANNOTATED 
BIBLIOGRAPHY OF CURRICULUM 
MATERIALS IN VOCATIONAL AND 
CAREER EDUCATION. 
VT 101 536 

ABSTRACTS OF EXEMPLARY 
PROJECTS IN VOCATIONAL 
EDUCATION. 

ACADEMIC EPUtAimU 
VT 017 214 

COORDINATED VOCATIONAL 

ACADEMIC EDUCATION GAMES AND 

PROJECTS. 
VT 017 215 

COORDINATED VOCATIONAL 

ACADEMIC EDUCATION TRAINING 

GUIDES. 
VT 017 216 

COORDINATE* VOCATIONAL 

ACADEMIC EDUCATION 

INSTRUCTIONAL MATRIX. 
VI C17 217 

COORDINATED VOCATIONAL 

ACADEMIC EDUCATION IND-IVIDUAL 

PROJECTS. 
VT 017 218 

COORDINATED VOCATIONAL 

ACADEMIC EDUCATION CONTEST 

MANUAL. 
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VT 017 219 77 
COORDINATED VOCATIONAL 
ACADEMIC EDUCATION SECOND YEAR 
CURRICULUM 11970-71 U 

VT 017 220' 77 
COORDINATED VOCATIONAL 
ACADEMIC EDUCATION PROMOTIONAL 
KIT. 

ACADEMIC STANDARQS 

VT 014 503 W 22 

PREREQUISITES AND BEHAVIORAL 
OBJECTIVES FOR COURSES TAUGHT 
AT GARFIELD HIGH SCHOOL. 
VT 101 399 135 
SELECTED BUSINESS EDUCATION 
CURRICULUM STANDARDS AND 
PRACTICES IN UNITED STATES 
PUBLIC SECONDARY SCHOOLS. 
SPRI|3, 1972. 

ACCOUNTANTS 

VTo<ai6 85 7 69 
Y^UR FUTURE IN ACCOUNTING. 
ARCO-ROSEN CAREER GUIDANCE 
SERIES. 

ACCOUNTING 

VT 013 524 8 

CURRICULUM GUIDE FOR SYSTEMS 

II: ACCOUNTING. 
VT 016 857 69 

YOUR FUTURE IN ACCOUNTING. 

ARCO-ROSEN CAREER GUIDANCE 

SERIES. 

VT 100 144 104 

CLIFFS KEYNOTE REVIEWS: 

ACCOUNTING. 
VT 100 209 _ 105 

CAREERS IN ACCOUNTING: A 

CAREER EDUCATION UNIT IN 

BUSINESS EDUCATION. 
VT 101 |37 148 

AN AN/Pi¥§i.S OF THE BOOKKEEPING 

OCCUPATI 
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VT .102 085 154 
ACCOUNTING CLERK GUIDE* 
INSTRUCTOR PACKET-PART I. A 
SPEC UNIT FOR THE 10TH» 11TH» 
OR 12TH GRADE. A CAREER 
EDUCATION UNIT (AN EDITED 
DEVELOPMENTAL DRAFT). 
VT 162 086 155 
ACCOUNTING CLERK GUIDE, 
INSTRUCTOR PACKET-PART 11. A 
SPEC UNIT FOR THE lOTH, IITH, 
OR 12TH GRADE. A CAREER 
EDUCATION UNIT (AN EDITED 
DEVELOPMENTAL DRAFT*. 
VT 102 087 155 
ACCOUNTING CLERK GUIDE, 
LEARNER PACKET-PART T. A SPEC 
UNIT FOR THE lOTH, IITH, OR 
12TH GRADE. A CAREER EDUCATION 
UNIT (AN EDITED DEVELOPMENTAL 
DRAFT). 

VT 102 088 155 
ACCOUNTING CLERK GUIDE, 
LEARNER PACKET-PART II. A SPEC 
UNIT FOR THE lOTH, IITH, OR 
12TH GRADE. A CAREEt EDUCATION 
UNIT (AN EDITED DEVELOPMENTAL 
DRAFT). 

VT 102 089 y^' 156 

ACCOUNTING CLERK GUIDE, 

CMERCISE ANOr WORKSHEET 

PACKET-PART I. / 
VT li2 09p^ X 156 

AC^OUNlriNG CJ^K 

B|a^E^e-AflD WORK SH E E T 

^■k^t-part II. 

vllPfe 091 157 

* /ICCOUNTING CLERK 
^ PACKET-PAPfT I ; 

VT 102 092 157 
ACCOUNTING CLERK 
P|CKET-PART II. 
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AtitlYITY LEA RNING 
VT 100 086 

HANDBOOK FOR PAYROLL CLFRK. 

OFFICE SIMULATION: INTEGRATED 

PROJECTS FUR CLEKICAL OFFICE 

PRACTICE. 
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VT 100 087 102 
OFFICE SIMULATION: INTEtJRATED 
PROJECTS FOR CLERICAL OFFICE 
PRACTICE. (FORM MASTERS) 

ACTIVITy HNTTS 

VT 016 050 55 
BOOKKEEPING I AND BOOKKEEPING 
II (MECHANIZED ACCOUNTING). 
COURSE OF STUDY. 

VT 101 801 144 
PROJECT ll^AL: RELEVANT 
EDUCAtIONr*'ACTIVITY CENTERED 
LEARNING. EXPLORING T'HE WORLD 
OF CARiEERS, GRADES 7 C 8. 
SUPPLEMENT TO TEACHERS* GUIDE; 
INSTRUCTIONAL UNITS. , 



ADMTMTSTRATQR GUmPS 

VT 014 816 31 
ORGANIZATION AND 
ADMINISTRATION OF ADULT 
VOCATIONAL BUSINESS EDUCATION 
PROGRAMS. 

VT 014 894 33 

HANDBOOK FOR ADMINISTRATORS 

AND COORDINATORS OF 

COOPERATIVE VOCATIONAL 

EDUCATION. 
VT 018 597 ED 073 247 91 

COOPERATIVE- OCCUPATIONAL 

EDUCATION PROGRAMS 

ADMINISTRATIVE HANDBOOK. 
VT 100 450 110 

DIVERSIFIED OCCUPATIONS 

COORDINATOR'S HANDBOOK. 
VT 100 627 120 

ADMINISTRATORS GUIDE TO-CAREER 

EDUCATION. 

ADMINISTRATOR RQLE 

VT 100 450 110 
DIVERSIFIED OCCUPATIONS 
COORDINATOR'S HANDBOOK. 

ADULT EDUCATION 

VT 014 262 18 
IMPROVING CLERICAL OFFICE 
SKILLS. A SUGGESTED ADULT / 
BUSINESS EDUCATION COURSE. 
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VT t>15 A08 ED 062 569 

A OlURSE OF STUDY IN 

lATION AND COOPERATIVES. 
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ADULT VOC ATIONAL ED UCATION 

VT 014 816 

ORGANIZATION AND 
ADMINISTRATION OF ADULT 
VXATIONAL BUSINESS EDUCATION 
PROGRAMS. ^ 

VT 015 096 38 
388 CIVIL SERVICE PREPARATION, 
TENTATIVE COURSE^TLINE. 

VT 016 367 63 
BUSINESS speech: A SECOND % 
LANGUAGE FOR VOCATIONAL USE. 

VT 101 771 143 
J|ELO TEST REPORT OF A 
Tar EER -OR IE NT ED, 
PEER-INSTRUCTIONAL MODEL IN 
THE OFFICE CLUSTER OF BUSINESS 
OCCUPATIONS AT THE CLOVIS 
ADULT SCHOOL OF BUSINESS. 



A GRIBUSINESS 
VT 100 686 

ABOUT BUSINESS. 

A6ftI£ULTUR<^L EDUtATIQJ^ 

VT 014 485 

VOCATIONAL EDUCATION. 

VT 100 618 

AN ANNOTATED BIBLIOGRAPHY FOR 
ENVIRONMENTAL EDUCATORS. 



AfifcRItAW INDIACi^ 

VT 020 009 ED 075 648 96 

INTRODUCING THE SMALL BUSINeSS 
MAN^AGEMENT COURSE. 



VT 018 553 

MEDICAL RECORDS. INSTRUCTIONAL 
UNIT FOR THE MEDICAL 
TRANSCRIBER. MEDICAL 
TERMINOLOGY OF THE DIGESTIVE 
SYSTEM. ALLIED HEALTH 
PROFESSIONS PROJECT. 




42, ANNOTATED BIBLIDCRAPHTF!; 

' VT 014 544 ED 058 446 23 

VOCATIONAL INSTRUCTIONAL 
MATERIALS FOR OFFICE 
OCCUPATIONS AVAILABLE FROM 
FEDERAL AGENCIES. 
VT 014 985 35 
INSTRUCTIONAL NATERli^ FOR 
CAREER EDUCATION AND 
OCCUPATIONAL AND PERSOl 
GUIDANCE. 
VT 016 524 ED 068 627 64 

ABSTRACTS OF INSTRUCTIONAL 
MATERIALS FOR CAREER 
EDUCATION. # 
VT 019 340 ED 073 324 95 

ANNOTATED BIBLIOGRAPHY ON 
CAREER EDUCATION. 
VT 100 263 107 
GEORGIA CAREER EDUCATION 
CURRICULUM MATERIALS. 
VT 100 465 112 
SOUTH CAROLINA CAREER 
EDUCATION CURRICULUM 
MATERIALS. 

122 VT 101 45 3 139 

VOCATrONAL EDUCATION STATE 
INSTRUCT lONAIff MATERIALS FtJR 
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SECRETARIAL OFFICE PRACTICE. 
COURSE CURRICULUM. 
VT 100 2 71 107 
OFFICE SIMULATION-INTEGRATED 
PROJECTS FOR CLERICAL OFFICE 
PRACTICE: TEACHER (S MANUAL. 

100 439 110 
CURRICULUM GUIDE FOR OFFICE 
PRACTICE. 

VT 100 451 111 

CURRICULUM GUIDE FOR OFFICE 

OCCUPATIONS. 
VT 100 466 112 

THE TEN-KEY ADDING MACHINE. 

STUDENT MANUAiL. 
VT 100 467 112 

THE FULL-KEYBOARD ADDING 

MACHINE. STUDENT MANUAL. 
VT 100 468 113 

THE FULL-KEYBOARD ADDING 

MACHINE. TEACHER'S MANUAL. 
VT 100 469 113 

THE TEN-KEY ADDING MACHINE. 

TEACHER*S MANUAL. 
VT 160 4{^2 114 

HANDBOOK FOR VOCATIONAL 

TEACHER-COORDINATORS OF 

BUSINESS AND OFFICE EDUCATION. 
VT 100 «>07 118 

OFFICE EMPLOYEES* PRACTICUM. 

STUDENT MANUAL. 
VT 100 620 119 

BUSINESS AND OFFIQE 

OCCUPATIONS. MOE SIMULATION. 

STUDENT'S MANUAL. 
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VT 100 621 L20. 

BUSINESS AND OFFICE 

OCCUPATIONS. MOE SIMULATION. 

TEACHER'S MANUAL. 
VT 100 622 120 

BUSINESS AND OFFICE 

OCCUPATIONS. CURRICULUM GUIDE. 

TEACHER'S MANUAL. 
VT 100 699 122 

OFFICE AND BUSINESS 

OCCUPATIONS CLUSTER GUIDE. 

VOCATIONAL EDUCATION/SPECIAL 

EDUCATION PROJECT. 
VT 100 803 123 

BOOKKEEPING CLASSES SPECIAL 

JOURNALS TRANSPARENCIES 

PACKET: INTRODUCTIO^f. 

RECORDING GOODS BOUGHT ON 

ACCOUNT - PURCHASES JOURNAL. 

CASH PAYMENTS JOURNAL. 

RECORDING GOODS SOLD ON 

ACCOUNT - SALES JOURNAL. CASH 

RECEIPTS JOURNAL. GENERAL 

JOURNAL. 

VT 100 806 124^ 

TRANSCRIBING TRAINING 

TECHNIQUES. (TRANSPARENCIES). 
VT 100 818 : > . 125 

PILOT PROJECT FOR OFFICE 

SIMULATION. 
VT 100 896 ' 127 

CAREERS IN OFFICE OCCUPATIONS* 

(TRANSPARENCIES). 
VT 100 899 127 

MAGNETIC TAPE SELECTRIC 

TYPEWRITER. 
VT 101 0O3 128 

INTRODUCTION TO OFFICE 

OCCUPATIONS. 
VT 101 262 130 

MINIMUM LEVELS OF TECHNICAL 

COMPETENCY STANDARDS OF 

BUSINESS AND OFFICE EDUCATION 

PROGRAMS IN NEBRASKA. FINAL 

REPORT. 

VT 101 626 142 

TRAINING PLANS 

OFFICE EDUCATION. 
VT 101 756 142 

BUSINESS AND OFFICE 

OCCUPATIONS FOLLOW-UP. 
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VT 101 771 143 
FIELD TEST REPORT OF A 
CAREER-ORlENTEOf 
PEER-INSTRUCTIONAL MODEL IN 
THE OFFICE CLUSTER OF BUSINESS 
OCCUPATIONS AT TH^^ CLOVIS 
ADULT SCHOOL OF BUSINESS. 

VT 101 791 144 
SELF-INSTRUCTIONAL COURSE IN 
BEGINNING TYPEWRITER. 

VT 101 947 ,151 
THE DEVELOPMENT OF TEACHING 
UNITS FOR OFFICE EDUCATION 
SIMULATED PROGRAMS FOR USE IN 
THE STJnrE OF NORTH DAKOTA. 
FINAL REPORT. 

VT 101 946 151 
NORTH DAKOTA OCCUPATtONAL 
MODELS: A CAREER CLUSTER 
CONCEPT. A HANDBOOK FOR NORTH 
DAKOTA VOCATIONAL OFFICE 
EDUCATION 

TEACHER -COORDINATORS. 
OFFItlg PRACTTf.P 

VT 014 345 . . 18 

SUGGESTIONS FOR A PLAN OF 

ROTATION FOR OFFICE PRACTICE. 

TEACHERS* MANUAL*. 
VT 014 525 23 
^CLERICAL OFFICE 

PRACTICE — BUSINESS EDUCATION. 
VT 014 5 71 25 

CLERICAL OFFICE PRACTICE. 

COURSE OF STUDY. 
VT 014 822 32 

CURRICULUM GUIDE FOK CLERICAL 

OFFICE mOCEDURESf SECONDARY # 

SCHOOL LEVEL. 
VT 015 625 47 

THE OFFICE: REALITY TRAINING 

THROUGH SIMULATION. A SAMPLER. 
015 628 47 

OFFICE OCCUPATIONS. TEACHER'S 

GUIDE. A UNIT IN PREyOCATIONAL 

EDUCATION. 
VT 017 076 72 

OPPORTUNITIES IN OFFICE 

OCCUPATIONS. 



VT 017 516 80 

OFFICE practice: BUSINESS 

EDUCATION CURRICULUM GUIDE. 

INSTRUCTIONAL MATERIALS F^ 

USE WITH DISADVANTAGED 

STUDENTS IN VOCATIONAL 

EDUCAtlON. 
VT 017 556 81 

SHORTHAND: BUSINESS EDUCATION 

CURRICULUM GUIDE. 

INSTRUCTIONAL MATERIALS FOR 

USE WITH DISADVANTAGED 

STUDENTS IN VOCATIONAL 

EDUCATION. 
VT 017 709 84 

PROJECTS SIMULATION OF OFFICE 

PROCEDURES FOR VOCATIONAL 

OFFICE EDUCATION. 
VT 019 364 95 

HANDBOOK FOR LOAN TELLER. 

OFFICE simulation: INTEGRATED 

PROJECTS FOR CLERICAL OFFICE 

PRACTICE. 

VT 100 038 98 
OFFICE PRACTICE SYLLABUS 1 & 
2: ADVANCED TYPEWRITING* 
MACHINE TRANSCRIPTION* 

' BUSINESS MACHINES* FILING* 
DUPLICATING* COMMUNICATION* 
DATA PROCESSING* AND HUMAN 
RELATIONS. 

VT 100 235 106 
^ SECRETARIAL OFFICE PRACtlCE. 
COURSE CURRICULUM. 

VT 100 271 107 , 

OFFICE SIMULATION-INTEGRATED 
PROJECTS FOR CLERICAL OFFICE 
PRACTICE: TEACHER'S MANIML. 

VT 100 439 , 110 

CURRICULUM GUIDE FOR OFFICE 
PRACTICE. 

VT 100 466 112 

THE TEN-KEY ADDING MACHINE. 

STUDENT MANUAL. 
VT 100 46*7 V 112 

THE FULL-KB)«pRD ADDING 

MACHINE.. sMkHT manual. 
VT loa 818 ''S *r 125 

PILOT PROJECT FtW* OFFICE 

SIMULATION. 
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VT 016 631 > 66 

OKLAHOMA COOPERATlVb 
VOCATIONAL EDUCATION. A COURSE 
OF STUDY. CURRICULUM MATERIAL. 

QHAHA PUBLIt StHOQLS 

VT 100 852 126 
TEACHER'S HANDBOOK AND 
STUDENT'S ACTIVITY GUIDE FOR 
GENERAL BUSINESS UNITt •*LIVING 
AND WORKING IN OUR ECONOMY". 
SUGGESTED TEACHING MATERIALS. 

VT 100 8 57 126 
PREPARING FOR THE WORLD OF 
WORK. K-6. . 

ON THP JOB TRAINING 

VT 101 771 143 
FIELD TEST REPORT OF A 
CAREER-ORIENTED* 
PEER-INSTRUCTIONAL MODEL IN 
THE OFFICE CLUSTER OF BlOSlNESS 
OCCUPATIONS AT THE CLOVIS 
ADULT SCHOOL OF BUSINESS. 

nRAN&F CQUWTY CAREER DEVELOPMENT 

VT 100 815 124 
A COMPREHENSIVE VOCATIONAL 
EDUCATION PROGRAM FOR CAREER 
DEVELOPMENT IN GRADES K-14. 
INTERIM REPORT. 



VT'017 176 ED 068 678 

COOPERATIVE WORK EXPERIENCE 
COORDINATORS* MANUAL. 

ORGANIZATION 

VT 014^^*4^ 

FILING — THE KEY TO BETTER 
ORGANIZATION FOR TEACHING 
MARKETING AND DISTRIBUTION. 



74 



19 



PMT OF SCHOOL YOUTH 

VT 015 447 ED 063 479 44 

LEARNING LABORATORIES FOR 
UNEMPLOYED, OUT-OF-SCHOOL 
YOUTH—COMPUTATION SKILLS 
(WITH EXTENSIVE CONSUMER 
APPLICATIONS). 

nVFRHFAD PROJECTORS 

VT 013 846 11 
A GUIDE TO THE USE OF, 
TRANSPARENCIES FOR THE - 
« BUSINESS EDUCATION TEACHER 

(GENERAL BUSINESS OR NONSKILL 
AREAS). 

PACIFIC ARFA DEPARTMPNT OF | 

DEFEMSF SCHOOLS 

VT 100 629 121 
KEEP CAREERS IN MIND. MIDDLE 
SO400L CAREER EDUCATION. 

PAMPHLETS 

VT 016 205 6ti 

BIBLIOGRAPHY— CAREER 

BROCHURES. 
VT 016 230 62 

THE OFFICE AND YOU. ..CAREERS. 

PAYROLL CLERK 

VT 100 086 102 
HANDBOOK FOR PAYROLL CLERK. 
OFFICE SIMULATION: INTEGRATED 
PROJECTS FOR CLERICAL OFFICE 
PRACTICE. 

PAYROIL RPCORDS 

VT 101 865 149 
AN ANALYSIS OF THE PAYROLL 
CLERKJHG OCCUPATION. 
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VT 102 044 

COMPETENCY BASED EDUCATION. 
ANNOTATED BIBLIOGRAPHY. 
VT 102 080 

ESTABLISH CRITERIA FOR STUDENT 
PERFORMANCE IN A VOCATIONAL 
EDUCATION PROGRAM. NODULE D-1. 
PROFESSIONAL VOCATIONAL 
TEACHER EDUCATION MODULE. 
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PERfORHANCt BASED TEACHER 
EDUCATION 

VT 019 883 ED 076 746 95 

TMO VAE SYSTEN MODELS: A MODEL 

FOR A ^OMPETENCY-BASED 

INSTRUCTIONAL SYSTEM. 
* COMPETENCY-BASED TEACHER 

EDUCATION SERIES NO. 2. 
VT 019 684 ED 076 747 

VAE PRE-CERTIFICATION TEACHER 

EDUCATION PROGRAMS 

COMPETENCIES AND PERFORMANCE 

OBJECTIVES. COMPETENCY- BASED 

TEACHER EDUCATION SERIES NO. 

1. 

VT 101 467 140 
VOCATIONAL TEACHER EDUCATION 
AT CENTRAL MICHIGAN 
UNIVERSITY. ANNUAL REPORT 
1973-1974. 

PERFORMANCE CRITFRIA 

VT 014 645 ED 061 413 28 

WRITII^G PERFORMANCE GOALS: 
STRATEGY AND PROTOTYPES. A 
MANUAL FOR VOCATIONAL AND 
TECHNICAL EDUCATORS. ' 

VT 101 615 141 
WORLD OF WORK* VOLUME IV* 
INOUSTRIOLOGY PLANBOQK., FINAL 
NlEPORT. 

VT 102 060 153 
ESTABLISH CRITERIA FOR STUDENT 
PERFORMANCE IN A VOCATIONAL 
EDUCATION PROGRAM. MODULE D-l* 
PROFESSIONAL VOCATIONAL 
TEACHER EDUCATION MODULE. 

PERFQRHANCED BASED EDUCATION 
VT 101 262 130 
MINIMUM LEVELS pF TECHNICAL 
COMPETENCY STANDARDS OF 
BUSINESS AND OFFICE EDUCATION 
PROGRAMS IN NEBRASKA. FINAL 
REPORT. 

PERSONAL ITY DEyELOPHEWT 

VX 014 605 26 

EMPLOYEE IMPROVEMENT PROGRAM* 

PERSONALITY DEVELOPMENT t 

INSTRUCTOR IS GUIDE* 



PERSONNEL DIRECTORS 

VT 101 824 146 
AN ANALYSIS OF THE PERSONAL 
MANAGING OCCUPATION, 
f PERSONNEL MANAGER) 

PERSONNEL MANACFMFWT ' . 

VT lOl 824. 146 

AN ANALYSIS OF THE PERSONAL 

MANAGING OCCUPATION* 

{PERSONNEL MANAGER) * 

PILOT PROJEtTS 

VT 016 491 64 
MODEL VOCATIONAL OFFICE* A 
SIMULATED TRAINING PROGRAM 
1970-1971. 

POST TESTING 

VT 102 091 157 

ACCOUNTING CLERK (UJIDE* TEST 

PACKET-PART I. 
VT 102 092 157 

ACCOUNTING CLERK GUIDE* TEST 

PACKET-PART II* 

POTENTIAL DROPOUTS 

VT 014 822 32 
CURRICULUM GUIDE FOR CLERICAL 
OFFICE PROCEDURES* SECONDARY 
SCHOOL LEVEL. 

POTTAWATTAMIE CQUMTY SCHQtM, 

sxsaiEfl 

VT 100 639 121 
CAREER EDUCATION CATALOG. 

PRACTICAL MATHEMATICS 

VT 101 660 142 
INTERDISCIPLINARY SUPPORT 
CLASSES. FINAL REPORT* 

PRACTICUMS 

VT 100 607 118 
OFFICE EMPLOYEES' PRACTICUM. 
STUDENT MANUAL. 
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VI 101 263 / 131 

DEVELOPING CARPER EDUCATICM. 
DEVELOPING CAREER EDUCATION JN 
THE SHALL t RURAL SCHOOL. 

ERETfcSTS 

VT 102 091 157 

ACCOUNTING CLERK GUIDE. TEST 

PACKET-PART I . 
VT 102 092 157 

ACCOUNTING CLERK GUIDEt TEST 

PACKET-PART II. 

p REyocATynMAt EDiir^ATi nN 

VT 015 827 ED 065 670 - 52 

OFFICIAL OCCUPATIONAL SKILLS 

PROGRAM HANDBOOK. 

VOCATIONAL-TECHNICAL 

EDUCATION. A HANDBOOK FOR THE 

OCCUPATIONAL SKILLS PROGRAM 

FOR SPECIAL EDUCATION 

STUDENTS. 

VT C16 005 55 
SPECIAL NEEDS PROGRAM. AN 
INSTRUCTIONAL PflOGRAM FOR THE 
MENTALLY* PHYSICALLY AND 
SOCIALLY HANDICAPPED 
INDIVIDUALS IN GENESEE COUNTY* 
MICHIGAN. 

EMHAHY ePUCATIQW 

VT 101 265 ] 132 

DEVELOPING CAREER EDUCATION. 
GRADES K-2 INSTRUCTIONAL 
UNITS. 

EftOBLEH SOLVIMfi 

VT 015 467 45 
INSTRUCTOR'S GUIDE FOR.THE 
ACCENT/CONSUMER EDUCATION 
SERIES. 

VT 017 ^13 74 

ROLE itLAYING IN SOLVING 

PRE-VOCIWIONAL PROBLEMS. 
VT 101 215 129 

TEACHING BUSINESS TAXES. 
.STUDENT HANDBOOK. 



PAG 



PROGRAM AnMTNT5;THATlQN / 
VT 015 710 ED 063 503 

COOPERATIVE VOCATIONAL 
EDUCATION COORDINATOR'S 
HANDBOOK. VOLUME II » OPERATION 
AND ADMINISTRATION. 
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PROGRAM CQNTFNT 
VT 100 434 

GlUIDE TO BUSINESS 

GRADES 9-12. 
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PROGRAM CQORpINATION 

VT 015 710 ED 063 503 49 

COOPERATIVE VOCATIONAL , 
^^DUCATION COORDINATOR'S 

HANDBOOK.. VOLUME II » OPERATION 

AND ADMINISTRATION. 
VT 015 711 ED 063 504 50 

COOPERATIVE VOCATIONAL 

EDUCATION COORDINATOR'S 

HANDBOOK. VOLUME I. 



PROGRAM DESCRIPTIONS 
VT 014 599 

TRAINING AND EDUCATION 

PROGRAMS IN AUTOMATIC DATA 

PROCESSING CADP», 1971-721 

ADP MANAGEMENT TRAINING 

CENTER. 
VT015 625 

THE OFFICE: REALITY 

THROUGH SIMULATION. 
VT 015 959 

SECRETARIAL CLUSTER PROGRAM. 
VT 016 005 

SPECIAL NEEDS PROGRAM. AN • 

INSTRUCTIONAL PROGRAM FOR 

MENTALLY, PHYSICALLY AND 

SOCIALLY HANDICAPPED 

IM)IVIDUALS IN GENESEE COUNTY* 

MICHIGAN. 
VT 016 137 ED 064 518 

A HANDBOOK FOR BUSINESS 

EDUCATION IN IOWA. 
VT 018 597 ED 073 247 

COOPERATIVE OCCUPATIONAL 

EDUCATION PROGRAMS 

ADMINISTRATIVE HANDBOOK. 
VT 100 004 

COUNSELOR'S GUIDE TO INFOE. 
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VT 100 449 y 110 

A CAREER ORIENTATION AND 
EXPLORATION GUIDE FOR TEACHERS 
OF PRACTICAL ARTS SUBJECTS: 
IM)U^TRIAL ARTSt HOMEMAKING* 
Bt)SINESS EDUCATION* 
' MIDDLE/JUNIOR HIGH SCHOOL. A 
UNIT IN CAREER EDUCATION. 

EBOfiRiH PEYELOPHENT 

VT Oil 298 2 

CLERICAL AND RECORD KEEPING 

OCCUPATIONS r A SUGGESTED 

1-YEAR CURRICULUM. 
VT 014 200 ED 056 ,227 17 

GUIDELINES TO INITIATE AND 

OPERATE A COOPERATIVE 

VOCATIONAL EDUCATION PROGRAM. 
VT 014 336 18 

GUIDELINES— COOPERATIVE 

OCCUPATIONAL-VOCATIONAL 

EDUCATION AND WORK- STUDY 

PROGRAMS. 

VT 015 006 36 

HOW TO SET UP A LOCAL 

INFORMATION SYSTEM. 
VT 015 987 54 

PROGRAM DEVELOPMENT FOR 

OrSADVANTAGED STUDENTS IN 

VOCATIONAL EDUCATION. SUMMARY 

REPORT OF 1970 SUMMER PROGRAM. 
VT 016 608 65 

OCCUPATIONAL ANALYSIS FOR: 

DATA PROCESSING TECHNOLOGY. 
VT 018 730 ED 072 2 48 91 

GEORGIA GUIDEBOOK: JOB 

PLACEMENT SERVICES. 
VT 018 993 ED 073 288 ' 92 

CAREER EDUCATION: A HANDBOOK 

FOR PROGRAM INITIATION. 
VT 100 627 120 

ADMINISTRATORS GUIDE TO CAREER 

EDUCATION. 
VT 100 678 121 

A HANDBOOK FOR EMPLOYMENT 

ORIENTATION TEACHERS OF 

SPECIAL NEEDS STUDENTS. 
VT 100 801 123 

WEST VIRGINIA GUIDEBOOK. JOB 

PLACEMENT SERVICES. 
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VT 101 811 145 
BOWLING GREEN CAREER EDUCATION 

, MANUAL FOR TEACHERS* 

COUNSELORS AND ADMINISTRATORS. 

" ' . ^ 

PROGRAM EVALUATIQM 

VT 015 710 ED 063 503 4? 

COOPERATIVE VOCATIONAL 

EDUCATION COORDINATOR'S 

HANDBOOK. VOLUME II* OPERATION 

AND ADMINISTRATION. 
VT 101 771 ' 143 

FIELD TEST REPORT OF A 
H CAREER -ORIENTED* 
jPEER-INSTRUCTIONAL MODEI IN 
%HE OFFICE CLUSTER OF BUSINESS 

OCCUPATIONS AT THE CLOVIS 

ADULT SCHOOL OF BUSINESS^.) 

PROGRAM (UilDPS 

VT 013 0^8 4 
BUSINESS AND OFFICE EDUCATION 
HANDBOOK AND GUIDE FOR SOUTH 
DAKOTA. 

VT 014 698 ED 060 197 29 

CURRICULUM GUIDE FOR CLERICAL 

OCCUPATIONS. 
VT 015 710 ED 063 503 49 

COOPERATIVE VOCATIONAL 

EDUCATION COORDINATOR'S 

HANDBOOK. VOLUME II* pPERATlOH 

AND ADMINISTRATION. 
VT 015 711 fD 063 504 50 

COOPERATIVE VOCATIONAL 

EDUCAT»(Jn COORDINATOR'S 

HANDBOOK. VOLUME T. 
VT 017 630 83 

BUSINESS AND OFFICE EDUCATION 
'IN MISSOURI. 
VT 017 857 '89 

GENERAL OFFKE TRAINING. A 

GUIDE F,OR TEACHERS TO HANOtE 

SP£CIAU;PRpBtEMS IN%USINESS 

EDUCATlte TENTATIVE REPORT. 
VT 100 450 y ^ / 110 

DIVERSIFIED dCj^PATIOl^S 

COORDINATOR'S HANDBOOtC. 
VT 100 482 114 

HANDBOOK FOR VOCATIONAL ft 

TEACHER-COORDINATORS OF 

BUSINESS AND OFFICE EDUCATION. 
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VT 100 627 120 

ADMINISTRATORS GUIDE TO CAREER 
„ EDUCATION. 

VT 101 255 130 

ECONOMICS GUIDE FOR SECONDARY 

TEACHERS. GRADES 7-10. 
VT 101 901 150 

A HANDBOOK FOR COOPERATIVE 

EDUCATION STUDENTS. 

PROGRAM IMPLEMENTATION 

VT 019 883 ED 076 746 95 

TWO VAE SYSTEM MODELS: A MODEL 

FOR A ^COMPETENCY-BASED 

INSTRUCTIONAL SYSTEM. 

COMPETENCY-BASED TEACHER 

EDUCATION SERIES NO. 2. 

£R06RAH PI ANNINfi 

VT 013 048 4 
BUSINESS AND OFFICE EDUCATION 
HANDBOOK AND GUIDE FOR SOUTH 
DAKOTA. 

VT 014 200 ED 056 227 17 

GUIDELINES TO INITIATE AND 

OPERATE A COOPERATIVE 

VOCATIONAL EDUCATION PROGKAM. 
VT 014 894 33 

HANDBOOK FOR ADMINISTRATORS 

AND COORDINATORS OF 

COOPERATIVE VOCATIONAL 

EDUCATION. ^ 
VT 014 895 ED 060 220 33 

CONSUMER education: USING THE 

FULL TEAM. 
VT 015 711 ED 063 504 50 

COOPERATIVE VOCATIONAL 

EDUCATION COORDINATOR'S 

HANDBOOK. VOLUME I. 
VT 017 176 ED 068 678 74 

COOPERATIVE WORK EXPERIENCE 

COORDINATORS* MANUAL. 
VT OlY 339 ED 068 717 78 

RESOURCE MANUAL FOR THE 

DEVELOPMENT OF COGPERATIVfc 

VOCATIONAL EDUCATION PROGRAMS 

UNDER THE VOCATIONAL EDUCATION 

ACT OF 1963, AS AMENDED P .L . 

90-576 . 
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VT 100 678 

A HANDBOOK FOR EMPLOYMENT 
ORIENTATION TEACHERS OF 
SPECIAL NEEDS STUDENTS. 

PROGRAMED INSTRUCTION 

VT 016 115 

CONSUMER EDUCATION PROGRAMMED 
LEARNING INSTRUCTION IN 
INSTRUCTOR'S HANDBOOK. 

VT 017 413 

OFFICE OCCUPATIONS. 
PREVOCATIONAL SERIES. 

PROGRAMED HATgRIALS 

VT 014 415 ED 058 417 

PLANNING THE IMPLEMENTATION OF 
A BUSINESS EDUCATION LEARNING 
SYSTEM. PROGRAMMED 
INSTRUCTIONAL MATERIALS 
AVAIL4BL:e FDR POSSIBLE USE IN 
A BUSINESS BDUCATldN LEARNING 
SiPSTEM. A SlIPPLEMENT TO THE 
FINAL REPORT. 

VT 016 116 

CONSUMER EDUCATION PROGRAMMED 
LEARNING INSTRUCTION IN 
GENERAL PRINCIPLES OF CONSUMER' 
PURCHASING. UNIT I. , 

VT 016 117 

CONSUMER EDUCATION PROGRAMMED 
LEARNING INSTRUCTION IN 
BUDGETING ANET MANAGING HONEY. 
UNIT II. 

VT 016 118 ^ 
CONSUMER 
LEARNING 
CONSUMER 
III. 

VT 016 119 
CONSUMER 
LEARNING 
GOODS IFOOD). 

VT 016 120 

CONSUMER EDUCATION PROGRAMMED 
LEARNING INSTRUCTION IN BUYING 
GOODS (CLOTHING). UNIT IV t 
PART II, 
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EDUCATION PftOGRAMMEd 
INSTRUCTION IN USING 
CREDIT WISELY. UNIT 



EDUCATION PROGRAMMED 
INSTRUCTION IN BUYING 
UNIT IV» PART I. 
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VT 016 121 

CONSUMER EDUCATION PROGRAHM 

, LEARNING INSTRUCTION IN BUY 
GOODS {HOUSEHOLD FURNISHING 
AND APPLIANCES). IMIT IVt P 
III. 

VT 016 122 

CONSUMER EDUCATION PROGRAHM 
LEARNING INSTRUCTION IN BUY 
SERVICES. UNIT V. 

VT 016 123 

CONSUMER EDUCATION PROGRAHM 
LEARNING INSTRUCTION IN 
PURCHASING AND MAINTAINING 
AUTOMOTIVE PRODUCTS AND 
SERVICES. UNIT VI. 

VT 016 124 

CONSUMER EDUCATION PROGRAHM 
LEARNING INSTRUCTION IN USI 
LEISURE TIMEr ENERGY* AND 
MONEY. UNIT VII. • 

VT 016 125 

CONSUMER EDUCATION PROGRAHM 
LEARNING INSTRUCTION IN 
HOUSING. UNIT VIII. 

VT 016 126 

CONSUMER EDUCATION. PROGRAHM 
LEARNING INSTRUCTION IN MAK 
USE OF INSURANCE. UNIT IX. 

VT 016 127 

CONSUMER EDUCATION PROGRAHM 
. LEARNING INSTRUCTION IN 

SAVINGS AND INVESTMENTS. UN 
X. 

VT 016 128 

CONSUMER EDUCATION PROGRAHM 
^ LEARNING INSTRUCTION IN 

CONSUMER TAXES. UNIT XI. 
VT 016 129 

CONSUMER EDUCATION PRO&RAHH 

LEARNING INSTRUCTION IN 

CONSUHER RIGHTS AND 

RESPONSIBILITIES. UNIT XII. 
VT 016 759 

BUSINESS CORE: BOOKKEEPING. 

^INSTRUCTIONAL PACKET. 

PKDGRAHEP TFXIi 
VT 016 595 * 
EVERYDAY METRIC UNITS. 
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PR06RAMED UNTTS 
VT 100 484 

BOOKKEEPING I: STARTING A 

BOOKKEEPING SYSTEM. L^ARf^NG 

ACTIVITY PACKAGE. 
VT 100 485 

BOOKKEEPING i: BOOKKEEPING 

CYCLE. LEARNING ACTIVITY 

PACKAGE • 
VT. 100 486 

BOOKKEEPING I: SPECIAL 

JOURNALS AND SUBSIDIARY ' 

LEDGERS. LEARNING ACTIVITY 

PACKAGE. . 
VT 100 487/ y 

BOOKKEEPING I: FINANCIAL 
- REPORTS. LEARNING ACTIVITY 

PACKAGE. 
VT 100 488 

BOOKKEEPING I: SPENCER 

ATHLETIC GOODS. LEARNING 

ACTIVITY PACKAGE. 
VT 100 489 

BOOKKEEPING I: INTRODUCTION 

A UTOMA TE D D AT A • L E ARN I NG 

ACTIVITY PACKAGE. 
VT 100 490 \ 

BOOKKEEPING I :| COMBINATION 

JOURNAL. LEARNING ACTIVITY 

PACKAGE.- ' 
VT 100 491 

BOOKKEEPING I: CASH REGISTER 

BOOKEEPING SYSTEM. LEARNING 

ACTIVITY PACKAGE. 
VT 100 492 

BOOKKEEPING I: PRACTICE SET. 

LEARNING ACTIVITY. PACKAGE. 
VT 100 493 

BOOKKEEPING II: BOOKKEEPING 

CYCLE. LEARNING ACTIVITY 

PACKAGE. 
VT 100 494 

BOOKKEEPING lit DEPARTMENTAL 

AND PAYROLL ACCOUNTING. 

LEARNING ACTIVITY PACKAGE. 
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VT 016 870 

YOUR FUTURE IN COMPUTER 
PROGRAMMING. ARCO-ROSEN CAREER 
GUIDANCE SERIES. 
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VT 100 489 

BOOKKEEPING I: INTRODUCTION 
AUTOMATED DATA. LEARNING 
ACTIVITY PACKAGE. 
VT 100 490 

BOOKKEEPING I: COMBINATION 
JOURNAL. LEARNING ACTIVITY 
PACKAGE. 
VT 100 491. 

BOOKKEEPING I: CASH REGISTER 
BOOKLEPING SYSTEM. LEARNING 
ACTIVITY PACKAGE. 
T 100 492 
BOOKKEEPING I: PRACTICE S€T . 
LEARNING ACTIVITY PACKAGE. 
VT 100 493 

BOOKKEEPING II: BOOIKEEPING 
CYCLE. LEARNING ACTIVITY 
PACKAGE. 
VT 100 494 

BtXJKKEEPING II: DEPARTMENTAL 
AND PAYROLL ACCOUNTING. 
LEARNING ACTIVITY PACKAGE. 
VT 100 620 

BUSINESS AND OFFICE 
OCCUPATIONS. MOE SIMULATION. 
STUDENT'S MANUAL. 
VT 100 686 

ABOUT BUSINESS. 
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VT 102 087 155 
ACCOUNTING CLERK GUIDE* 
LEARNER PACKET-PART I. A SPEC 
UNIT FOR THE lOTH, llTHf OR 
12TH GRADE. A CAREER EBUCA'TION 
UNIT (AN EDITED DEVELOf*ME WAL 
DRAFT). 

VT 10? 088 155 
ACCOUNTING CLERK GUIDE, 
LEARNER PACKET -PART II. A SPEC 
UNIT FOR THE lOTH, IITH, OR ^ 
12TH GRADE. A CAREER EDUCATION 
UNIT (AN EDITED DEVELOPMENTAL 
DRAFT) . 
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A GUIDE TO 
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STUDY SKILLS > 
VT 013 751 

A GUIDE TO HELP THE STUDENT 

STUDY. ^ 

SUB PROFESSIONALS 
VT 017 646 
CAREER 

OPPORTUNITIES — MARKETING, 
BUSINESS, AND OFFICE 
SPECIALISTS. CAREER 
OPPORTUNITIES SERIES. 

SUMMER PROGRAM?; 

VT 017 533 

GENERAL BUSINESS: BUSINESS 
EDUCATION CURRICULUM GUIDE. ' 
INSTRUCTIONAL MATERIALS FOR 
USE WITH DISADVANTAGED 
STUDENTS IN VOCATIONAL 
EDUCATION. 

SUPPL FMFNTARY READI NG MATERIALS 

VT 016 842 

YOUR FUTURE AS A SECRETARY. 
ARCO-ROSEN CAREER GUIDANCE 
SERIES. 

VT 016 861 

YOUR FUTURE IN THE ELECTRONIC 
COMPUTER FIELD. ARCO-ROSEN 
CAREER GUIDANCE SERIES. 
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SUPPLEHENIARY T^XTRrm*; 
. VT 016 848 69 

YOUR FUTURE IN INSURANCE. 
oARCO-RQSEN CAREER GUIDANCE 

SERIES. . 
VT 016 853 69 

YOUR FUTttRt IN YOUR OWN 

BUSINESS. ARCO-ROSEN CAREER ^ 

GUIDANCE SERIES. 
VT 016 868 70 

YOUR FUTURE IN BANKING. 

ARCO-ROSEN CAREER GUIDANCE 

SERIES. 

VT 016 8 70 70 
YOUR FUTURE IN COMPUTER 
PROGRAMMING. ARCO-ROSEN CAREER 
GUIDANCE SERIES. 

VT 100 Q 38 98 
OFFICE PRACTICE SYLLABUS 1 C 
2: ADVANCED TYPEWRITING, 
MACHINE TRANSCRIPTION* 
BUSINESS MACHI/^ES, FILING, 
DUPLICATING, COMMUNICATION* 
DATA PROCESSING, AND HUMAN 
RELATIONS. 

S URVEYS 

VT 101 389 * 135 

VOCATIONAL YOUTH 
ORGANIZATIONS. ARF THEY 
NEEDED? 



VT OlA ^00 

FILMS FOR CLASSROOM TEACHING." 



TASK ANALYSIS 
VT'016 781 

HANDBOOK FOR ANALYZING JOBS. 
VT 101 82^ 

AN ANALYSIS OF THE PERSONAL 

MANAGING OCCUPATION. 

(PERSONNEL MANAGER) 
VT 101 828 

AN ANALYSIS OF THE SMALL 

BUSINESS MANAGING OCCUPATION. 
VT 101 829 • 

AN ANALYSIS OF THE TERMINAL 

CLERKING OCCUPATION. 
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, AN ANALYSE OF THE^ItLING AND . 

BOOKKFEPINC^ MACHINE OPERATING 

OCCUPATION. 
VT 101 836 147 

A>4 ANALYSIS OF THE DATA 

PROCESSING OCCUPATION. 
VT 101 837 

AN ANALYSIS OF THE^BOOKKEEP ING 

OCCUPATION. 
VT 101 862 

AN ANALYSIS OF 

ADMINISTRATIVE 

OCCUPATION. 
VT 101 864 

AN ANALYSIS OF 

RECORDS CLERKING 
VT 101 865 

AN ANALYSIS OF THE PAYROLL 

CLERKING OCCUPATION. ^» 
VT 101 866 fc;^ 

AN ANALYSIS OF THE SECOWARY 

SCHOOL CLERICAL AIDE 
. OCCUPATION. 
VT 101 867 

AN ANALYSIS OF THE WORD 

PROCESSING OCCUPATION. 
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^VT 015 267 41 
TEACHING TAXES PROGRAM. 
TEACHER'S GUIDE. 
VT 016 128 . ' 60 
CONSUMER EDUCAHON PROGRAMMED 
LEARNING INSTRUCTION IN ' 

Consumer taxes, unit xi. 

- VT 101 215 129 
TEACHING BUSllNESS taxes, 
student HANDBOOK. 

teacher atdp«; 

VT 101 866 150 
AN ANALYSIS OF THE SECONDARY 
SCHOOL CLERICAL AIDE I 
OCCUPATION. V ' 
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VT 015 486 - 45 

.PREPARIN(f LEARNING UNIT5. 
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VT 101 264 131 
DEVELOPING CARbEK eOUCATIONi 
GRADES 7-12 INSTRUCTIONAL < 
UWITS. 

VT 101 265 132 
DEVELOPING CAREER EDUCATION. 
GRADES K-2 INSTRUCTIONAL « 
UNITS. 

VT^Olf^eo?^^^^^ 68 
101 TEACHING SUGGESTIONS FOR 
STIMULATING STUDENT LEARNING ^ 
IN BUSINESS EDUCATION!. " 

lEAtHER EDUtATION CURRICULUM! 

VT 019 884 ED 076 747 96 

VAE PRE-CERTIFICATION TEACHER 
EDUCATION PROGRAM: 
COHPE-TENCIES AND PERFORMANCE 
OBJECTIVES. COMPETENCY- BASED 
TEACHER EDUCATION SERIES NO. 
1. 

VT 102 080 153 

ESTABLISH CRITERIA FOR STUDENT 

PERFORMANCE IN A VOCATIONAL 

EDUCATION PROGRAM. MODULE D-1.. 

PROFESSIONAL VOCATIONAL 

TEACHER EDUCATION- MODULE. 
VT 402 081 . 153 

ANALYZE AN OCCUPATION. MODULE 

*32t 33. PROl^ESSIONAL . . 
e VDCAT I ONAi. TEACHER EDUCATION 

MODULE. " 
VT 102 062 . - 153 

SELECT AND OBTAIN.'STUDE^^T ' 

INSTRUCTIONAL MATERIALS. 

MODULE #73, 74, 75, 78. 

PROFESSIONAL VOCATIONAL 

TEACHER EDUCATION MODULE. 
VT 10? 08 3 - 154 

WRITE STUDENT PERFORMANCE 
^ OBJECTIVES FOR THf VOCATItJNAL 

EDUCATION OFFERING. MODULE . . ♦ 

i39. PROFESSIONAL VOCATIONAL 

TEACHER EDUCATION MOD.ULE. 
VT 102 0 84 154 
• SEQUENCE' STUDENT PERFORMANCE 

OBJECTIVES- MODULE #53, 54, 

55. PROFESSIONAL VOCATIONAL 

TEACHER EDUCATION MODULE. 
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/TEACHING GUTI>FS 

VT 013 391 

OFFICE SERVICES, GRADE TWELVE. 

VT 013 39« 

BUSINESS ENGLISH (WORKING 
COPY). 

VT C13 528 

CURRICULUM GUIDE 
ORGANIZATION AND 

VT 013 705 

AUTOMATIC DATA PROCESSING, 
SUPPLEMENT TO BOOKKEEPING AND 
ACCOUNTlilG I AND II SYLLABUS. 

VT 013 753 11 
HOW TO GET A JOB. PART 2: THE 
PERSONAL DATA SHEET. 

VT 013 760 11 
MANAGEMENT AND GROUP 
PERFORMANCE: A GUIDE FOR THE 
USE OF INSTRUCTORS WHO CONDUCT 
TRAINING FOR MANAGERS AT THE ' 
OPERATING LEVEL. 

VT 013 846 11 
A GUIDE TO THE USE OF 
TRANSPARENCIES FOR THE 
BUSINESS EDUCATION TEACHER 
(GENERAL BUSINESS OR NONSKILL 
AREAS). 

VT 013 902 12 
MACHINE TRANSCRIPTION 
SYLLABUS. 

VT 014 262 18 

IMPROVING CLERICAL OFFICE 

SKILLS. A SUGGESTED ADULT 

BUSINESS EDUCATION COURSE. 
VT 014 570 

TYPEWRITING 1 AND 2. COURSE OF 

•STUDY. 
VI 014 603 " - ^' 

. ELEMENTARY GCCUPATION/H ". 

INFORMATION P.ROGRAM". 
VT 014 605 

EMPLiDYEF IMPROVEMENT PROGRAM'. 

PERSONALITY DEVELOPMENT, 

INSTRUCTOR.* S GUIDE. 
VT 014 790 

COURSE OF STUDY FOR OFFICE 

OCCUPATIONS. 
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VT 014 822 

CURRICULUM GUIDE FOR CLERICAL 
OFFICE PROCEDURES, SECONDARY 
SCHOOL LEVEL. 
VT 014 895 ED 060 220 

CONSUMER EDUCATION: USING THE 
FULL TEAM. 
VT 014 900 

A DEVELOPMENTAL RESOURCE UNIT 
IN ECONOM-ICS FOR BUSINESS 
EDUCATION. BUSINESS-ECONOMIC 
EDUCATION CURRICULUM 
OeVitOPMENT WRITING PftOJECT, 
1971. 
VT 014 970 

BUSINESS ARITHMETIC 1 AND 2 . 
VT 015 043 
^ BUSINESS 
RESOURCE 
CONSUMER 
GUIDE. FOR 
VT 015 267 

TEACHING TAXES PROGRAM. 
TEACHER'S GUIDE. 
VT 015 321 . 

INDUSTRIAL BANKING. 
VT 015 408 ED 062 569 

A COURSE OF STUDY IN 
COOPERATION AND CtWPERATIVE S. 
VT 015 432 , 
. ARKANSAS GENERAL COOPERATIVE 
EDUCATION COURSE OF 
STUDY — FIRST YEAR, UNITS I-IV 
VT'ai5 467 

INSTRUCTOR'S GUIDE FOR THE 
ACCENT/CONSUMER EDUCATION ' 
SERIES. 

VT 015 628 47 
OFFICE OCCUPATIONS. TEACHER'S 
GUIDE. A UNIT IN PREVOCATIONAL 
EDUCATION. 

VT 015 827 ED 065 670 52 

OFFICIAL OCCUPAJIONAL SKILLS 
PROGRAM HANDBOOK. 
VOCATIONAL-TECHMICAL 
EDUCATION. A HV^DBOOK FOR THE 
OCCUPATIONAL SKILLS PROGRAM 
FOR SPECIAL EDUCATION . • 
STUDENTS. 
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VT 015 953 53 
BUSINESS EDUCATION. AUTHORIZED 
COURSE OF INSTRUCTION FOR' THE 
QUINMESTER PROGRAM. 
VT 016 115 56 
CONSUMER EDUCATION PROGRAMMED 
LEARNING INSTRUCTION IN 
INSTRUCTOR'S HANDBOOK. 
VT''016 759 66 
BUSINESS CORE: BOOKKEEPING. AN 
INSTRUCTIONAL PACKET. 
VT 017 056 72 
EXPLORATORY BUSINESS: 
DISTRIBUTIVE, CLERICAL, 
ACCOUNTINO/DATA PROCESSING, 
STENOGRAPHIC OCCUPATIONS. 
VT 017 522 80 
"CAREER AWARENESS" IN THE, , 
ELEMENTARY GRADES. 
INSTRUCTIONAL TELEVISION 
TEACHER'S GUIDE FOR GRADES 
FOUR, FIVE AND SIX. 
VT 017 614 -82 
THOUGHTS ON THE TEACHING OF 
THE INTRODUCTION TO BUSINESS, 
VT 017 709 84 
PROJECTS SIMULATION OF OFFICE 
PROCEDURES FOR VOCATIONAL 
OFFICE. EDUCATION. 
VT 017 729 84 

BUSINESS COMMUNICATIONS. 
VT 017 796 87 

LEARNING UYSTEM .FOR OFFSET 
INSTRUCTION AND FUNDAMENTALS 
OF OFFSET: A BASIC COURSE IN 
OFFSET DUPLICATING. 

VT 017 848 •-88 
A TEACHER'S GUIDE^OR FREE 
ENTERPRISE. 

VT 017 849 89 
A TEACHER'S GUIDE FOR DATA 
PROCESSING. 

VT 017 857 89 
GENERAL OFFICE TRAINING. A 
GUIDE FOR TEACHEflS TO HANDLE 
SPECIAL PROBtei^S IN BUSINESS 
EDUCATION. TENTATIVE REPORT. 

VT 100 050 , 99 
INSTRUCTOR'S GUIDE TO OFFICE 
MACHINES, 1970. » * 



ERIC 



240 



BUSINESS AND OFFICE 



SUBJECT INDEX 



PAGE 



VT 100 060 

EXCERPTS FROM CALIFORNIA 

BUSINESS EDUCATION PROGRAM 

GUIDE FOR DISTRIBUTIVE AND 

OFFICE OCCUPATIONS. * 
VT 100 235 

SECRETARIAL OFFICE PRACTICE. 

COURSE CURRICULUM. * 
VT 100 287 

CURRICULUM GUIDE FOR BUSINESS 

EDUCATION. 
VT 100 290 

A COURSE OF STUDY FOR THE 

COOPERATIVE WORK STUDY 

PROGRAM. 
VT 100 439 

CURRICULUM GUI Oil FOR OFFICE 

PRACTICE. 
VT 100 451 

CURRICULUM GUIDE FOR OFFICE 

OCCUPATIONS. 
VT 100 477 

OCCUP/mONAL WORK EXPERIENCE. 

(26 STUDENT HANDBOOKS AND 1 

INSTRUCTOR'S MANUAL). 
/T 100 478 

CAREER EDUCATION LESSONS:, 

MISCELLANEOUS MINI-UNITS *^0R 

GRADES K-6 DEVELOPED DURING 

19r2-73 SCHOOL YE /^R. * 
VT 100 508 

DUPLICATING EQUIPMENT. 
^ TEACHER*S MANUAL. 

in 100 601 

TRANSCRIBING TRAINING 
TECHNIQUES. TEACHER MANUAL 
AND STUDENT MANUAL. 

VT 100 615 ♦ 

COPING WITH THE PROBLEMS OF A 
TECHNOLOGICAL AGE. PART I AM) 
II. 

VT 100 621 

business and office 
occupatIIons. moe simulation, 
teacher^s manual. 

VT 100 699 

OFFICE AND BUSINESS 
OCCUPATIONS CLUSTER GUIDE. ^ 
VOCATIONAL EDUCATION/SPECIAL ' 
EDUCATION PROJECT. 
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VT 100 818 125 

PILOT PROJECT FOR OFFICE 

SIMULATION. 
VT 100 857 126 

PREPARING FOR THE WORLD OF 

WORK. K-6. 
VT 101 412V 137 

INTRODUCTllbN TO VOCATIONS. A 

TEACHERS GUIDE. 
VT 101 A63 139 

A CURRICULUM GUIDE FOR A 

CAREER EXPLORATION PROGRAM IN 

THE MIDDLE/JUNIOR HIGH SCHOOLS 

OF GEORGIA FOR BUSINESS 

EDUCATION EDUCATORS. 
VT 101 626 142 

TRAINING PLANS FOR COOPERATIVE 

OFFICE EDUCATION. A GUIDE. 
VT 101 804 144 

BUSINESS DATA PROCESSING. A 

TEACHER'S GUipE. 
VT 101 948 * ' 151 

NORTH DAKOTA OCCUPATIONAL 

MODELS: A CAREER CLUSTER 

CONCEPT. A HANDBOOK FOR NORTH 

DAKOTA VOCATIONAL OFFICE 

EDUCATION 

TEACHER-COORDINATORS. 

VT 102 085 154 
ACCOUNTING CLERK. GUIDE, 
INSTRUCTOR PACKET-PART I. A 
SPEC UNIT FORJTHE lOTH, IITH, 
OR 12TH j8*rtfff&rVCAREER 
EDUCATION UNIT (AN EDITED 
DEVELOPMENTAL DRAFT). 

VT 10? 086 155 
ACCOUNTING CLERK GUIDE* 
INSTRUCTOR PACKET-PART II. A 
SPEC UNIT FOR THE lOTH, IITH, 
OR 12TH GRADE. A CAREER 
EDUCATION UNIT (AN EDITED 
DEVELOPMENTAL DRAFT). 

VT 102 259 159 
LEARNING ABOUT BUSINESS. 



TEACHING MATERIALS 

VT 100 222 

NORTH CAR0LIJ4A CAREER 
EDUCATION CURRICULUM 
MATERIALS. 
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TEACHIN6 METHODS 

VT 015 016 ED 061 453 37 

TECHNIQUES FOR TEACHING 
DISADVANTAGED YOUTH IN 
VKAtlONAL EDUCATION. 

TfACHINfi PRQCEDURES 

VT 015 467 45 

INSTRUCTOR'S GUIDE FOR THE 

ACCENT /CONSUMER EDUCATION 

SERIES. M|. 
VT 016 115 56 

CdNSUMbR EDUCATION PROGRAMMFD 

LEARNING INSTRUCTION IN 

INSTRUCTOR'S HANDBOOK. 
VT 017 614 82 

THOUGHTS ON THE TEACHING OF 

THE INTRODUCTION TO BUSINESS. 
VT 101 264 131 

OEVELpPtNG CAREER EDUCATION. 

GRADES 7-12 INSTRUCTIONAL 

UNITS. , 
VJ 101 265 132 

DEVELOPING CAREER EDUCATION. 
'^GRADES K-2 INSTRUCTIONAL 

UNITS. 

TEACHING SKILLS 

VT 019 884 ED 076 747 96 

VAE PRE-CERTIFICATION TEACHER 
EDUCATION PROGRAM: 
COMPETENCIES AND PERFORMANCE ~ 
OBJECTIVES. COMPETENCY-BASED 
TEACHER EDUCATION SERIES NO. 
1. 

IfcACHING TECHNIQUES 

VT 013 525 8 
. CURRICULUM GUIDE FOR 

INTRODUCTION TO DATA 

PROCESSINGf GRADES, 11 AND 12. 
VT 015 625 47 

THE OFFICE: REALITY TRAINING 

THROUGH SIMULATION. A SAMPLER. 
VT 016 809 68 

101 TEACHING SUGGESTIONS FOR 

STIMULATING STUDENT LEARNING 

IN BUSINESS EDUCATION. 



VT 101 287 

LEARNING RESEARCH AND 
PRINCIPLES AS APPLIED TO 
CLASSROOM LEARNING: PART 
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TEAM TFAC^^TNG 

VT 015 421 

OVT EXPLORATORY 
If lit AND III. 
COURSE OF STUDY. 
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TEA MWORK 

VT 014 895 ED 060 220 33 

CONSUMER EDUCATION: USING THE 
FULL TEAM. | 

TECHNICAL EDUCATIQM 

VT 010 614 2 

SCIENTIFIC DATA PROCESSING 

COURSES IN VOCATIONAL AND 

SECONDARY SCHOOLS. 
VT 014 872 ED 059 407 32 

MICROFICHE COLLECTION OF 

CLEARINGHOUSE DOCUMENTS 

REPORTED INipSTRACTS OF 

INSTRUCTIOfH MATERIALS IN 

VOCATIONAL AND TECHNICAL 

EDUCATION C AIM), VOLUME 5,» 

NUMBER 1. 
VT 015 688 

ABSTRACTS 

MATERIALS 

TECHNICAL 

VOLUME 5» NUMBER 3. 
VT 016 648 ED 067 490 

MICROFICHE COLLECTION OF 

CLEARINGHOUSE DOCUMENTS 

REPORTED IN ABSTRACTS OF 

INSTRUCTIONAL MATERIALS IN 

VOCATIONAL AND TECHNICAL 

EDUCATION (AIM), VOLUME 5» 

NUMBER 4. 
VT 017 801 ED 069 919 87 

MICROFICHE COLLECTION OF 

CLEARINGHOUSE DOCUMENTS 

REPORTED IN ABSTRACTS OF 

INSTRUCTIONAL MATERIALS IN 

VOCATIONAL AND TECHNICAL 

EDUCATION (AIM), VOLUME 6, 

NUMBER. 1. 



ED 065 668 
OF INSTRUCTIONAL 
IN VOCATIONAL AND 
EDUCATION (AIM)^ 
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VT 101 346 

ALTERNATE COOPERATIVE 
EDUCATION FOR TWO-YEAR QUARTER 
SYSTEM COLLEGES. FEASIBILITY 
RESEARCH AND PROGRAM DESIGN. 



TECHNICAL OCCUPATIONS 

VT 017 039 71 

LOOKING FORWARD TO A CAREER: 

COMPUTERS. 

TECrt^PLOGICAL AnVAMCPMPNT 

VT 100 615 118 
COPING WITH THE PROBLEMS OF A 
TECHNOLOGICAL AGE. PART I AND 
II. 

TELgHOWE CQHhUNICATIONS 
INDUSTRY 

VT 014 559 ^ 24 

TELEPHONE CAREERS. GUIDED 
OCCUPATIONAL ORIENTATION. 

IfcLEPHQME INSTRUCTION 
VT 101 274 132 
TELE-TECHNIQUES MEAN BUSINESS. 

lELEyiSEp INSTRUCTION 
VT 014 9(f6 34 
TYPEWRITING f STUDENT MANUAL. 

TEN KFY ADDING MACHTNeS 

VT 100 466 112 

THE TEN-KEY ADDING MACHINE. 

STUDENT MANUAL. 
VT 100 469 113 

THE TEN-KEY ADDING MACHINE. 

TEACHER •S MANUAL. 

TEN STAT^ CONSORTIUM 

VT 100 8 22 126 
CURRICULUM AND INSTRUCTIONAL 
MATERIALS DEVELOPMENT. 
PROFILE. TFN STATf CONSORTIUM. 

T t^NNESSE E 

VT 100 003 97 
STUDENT'S GUIDE TO INFOfc. 



PAGE 



104 



TEST REVIEWS 
VT 100 144 

CLIFFS KEYNOTE REVIEWS: 

ACCOUNTING. 

ItSIS 

VT 102 091 

ACCOUNTING CLERK GUIDE, TEST 

PACKET-PART I. ^ 
VT 102 092 

ACCOUNTING CLERK GUIOi| TEST 

PACKET-PART II. ^ 

TEXTBOOKS 
VT 016 595 

EVERYDAY METRIC UNITS. 

TIM E BLOCKS 
VT 012 992 

SIMULATED 0%FICE EDUCATION. 

COURSE OF STUDY. STUDENT 

MANUAL. 



TRATNABLF MENTALLY HANDTCAPPFn 
VT 101 250 130 

OCCUPATIONAL NOTEBOOK PROGRAM. 

STUDENT OCCUPATIONAL NOTEBOOK. 
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TRAINING TECHNIQUES 

VT 100 601 

TRANSCRIBING TRAINING 
TECHNIQUES. TEACHER'S MANUAL 
AND STUDENT MANUAL. 

TRANSCRIBING 

VT 100 601 

TRANSCRIBING TRAINING 
TECHNIQUES. TEACHER'S MANUAL, 
AND STUDENT MANUAL. 
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T kANSPARFWCTF<; 

V7 013 846 11 
A -GUIDE TO THE USE OF 
TRANSPARENCIES FOR THE 
BUSINESS EDUCATION TEACHER 
f GENERAL BUSINESS OR NONSKILL 
AREAS). 

VT 100 803 123 

BOOKKEEPING CLASSES SPECIAL 

JOURNALS TRANSPARENCIES 

PACKET: INTRODUCTION. 

RECORDING GOODS BOUGHT ON 

ACCOUNT - PURCHASES JOURNAL. 

CASH PAYMENTS JOURNAL. * 

RECORDING GOODS SOLO ON 

ACCOUNT - SALES JOURNAL. CASH 

RECEIPTS JOURNAL. GENERAL 

JOURNAL. 
VT 100 804 *y 

CAREER OPPORTUNITIES ' 

TRANSPARENCIES. 
VT 100 805 

NEGOTIABLE INSTRUMENTS. 

(TRANSPARENCIES). 
VT 100 806 

TRANSCRIBING TRAINING 

TECHNIQUES. (TRANSPARENCIES). 
VT 100 896 127 
CAREERS,'?1A;^0FFICE OCCUPATIONS. 

(TRANSPARENCIES). 

TRUCK IMC TWniKTBY 

VT 101 829 146 
AN ANALYSIS OF^THE TERMINAL 
CLERKING OCCUPATION. 

TULSA PUBLIC scHnnt s 

VT 100 449 , 110 

A CAREER ORIENTATION AND 
EXPLORATION GUIDE FOR TEACHERS 
OF PRACTICAL ARTS SUBJECTS: 
INDUSTRIAL ARTSt HOMEMAKING* 
BUSINESS EDUCATION, 
MIDDLE/JUNIOR HIGH SCHOOL. A 
UNIT IN CAREER EDUCATION. 

T YPEWRTTTNC 

VT 013 902 12 
MACHINE TRANSCRIPTION 
SYLLABUS. 
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VT 014 57G 24 
TYPEWRITING 1 AND 2. COURSE OF 
STUDY. 

VT 014 641 27 
THE CURRICULUM GUIDE FOR 
PERSONAL TYPING, GRADE 9. 
VT 014 906 34 

TYPEWRITING, STUDEffT MANUAL. 
VT 017 575 81 
TYPEWRITING: BUSINESS 
EDUCATION CURRICULUM GUIDE. 
INSTRUCTIONAL MATERIALS FOR 
USE WITH DISADVANTAGED 
STUDENTS IN VOCATIONAL 
EDUCATION. 
VT 100 899 127 
MAGNETIC TAPE SELECTRIC W 
TYPEWRITER, ^ 
VT 101 401 136 
SYLLABUS AND CURRICULUM ' ^ 

DEVELOPMENT FOR MEDICAL " . 
TYPEWRITING, UTILIZING AN , . • 
INDIVIDUALIZED INSTRUCTIONAL ^ 
APPROACH. FINAL REPORt. 
VT lOl 402 

INDIVIDUALIZED URGE TYPING' 
CLASS INSTRUCTION. IN^RfM^'.' 
EVALUATION REPORT. 
' VT 101 477 

SELF-INSTRUCTIONAL COURSE 
ELEMENTARY TYPEWR ITING II , ' 
VT 101 791 • 

SELF-INSTRUCTIONAL COURSE JN^ 
BEGINNING TYPEWRITER, 
VT 101 969 * • 

JOB EXPLORATION AND MAC'^ArlE 
SKILLS. CURRICULUM' GUID^ aI^O 
COURSE OUTLINE. ; , ' ^ 

TYPIST? ' . - 

VT 014 035 » ' 14 

CLERK-TYPIST.X 
VT 014 570 f ' ' 
TYPEWRITING 1 AND:; 
STUDY. V * 

VT 014 906 

TYPEWRITING i STUD'ENT MA^iUAL 
VT 017 789 , , ' ■ 

CLERICAL OCCUPATfONS. 
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VT 100 085 102 
HANDBOOK FOR CLERK TYPIST. 
OFFICE SIMULATION: INTEGRATED 
PROJECTS FOR CLERICAL OFFICE 
PRACTICE. 
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